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Budget Overview
In this exercise you will learn how to process a budget inquiry.

Navigation: Main Menu > Commitment Control > Review Budget Activities > Budgets Overview

W | {_ Monitor Approv... * |ii PO Creation » | (i PeopleSoft sessi... * | i Add/Update Co... * |(_ Budgets Overview x |{:} Document Status = | + ‘ @I@g
€@ fs-prd.adm.bart.gov/psp/BRFP91/EMPLOYEE/ERP/c/MANAGE_COMMITMENT_CONTROLKK_INQ_LEDGER.GBL?Folder=MY C || @ - Askcom Search A ¥ @
[# Most Visited @ Getting Started H Suggested Sites {_{ Web Slice Gallery { | brfd91 { | BRFI91 { | Add/Update POs {  BRFPS91 { | Document Status { | BRFP91 » [ Bookmarks

-

Home | Workist | MuliChannelConsole | AddtoFavorites | Signout

Favorites : Main Menu > Commitment Control > Review Budget Activities > Budgets Overview

(I New Window (Z)Help [ htp
Budgets Overview

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

Limit the number of results to (up to 300): |300

Inguiry Name: peginswitn = | |

| ‘Search ] Clear .EaswcSeamn @M

Find an Existing Value \ Add a New Value

Click Search to pull up an existing
project inquiry. Otherwise, click the
tab Add a new value, enter an inquiry
name such as “PROJECT” and click the
Add button

Fa\rovr'rtes Mainvl\-'lenu »  Commitment Control > Review Budget Activities » Budgets Overview

Budget Inquiry Criteria
Budget Overview

Enter a Description of

Inquiry:  PROJECT Description: PROJECT INQUIRY m \ your Inqu”_y
Amount Criteria & i Clear Reset .

Budget Type

*Business Unit: |BARTD @, edaer Group/Set:  Ledger Group - Ledger Group: CC_PRQUECT @,

[T view Stat Code Budgets Project Parent Ledger Group

F Display Chart © Select Business Unit Click the look up “%
to select the
appropriate Ledger

Group

*Type of Calendar:  Detail Budget Period -
Budget Criteria

Customize | f

From Budget _ Include A&
Select Ledger Group Calendar ID Period To Budget Period Periodle] Am
CC_PROJECT @ | @, 0
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Look Up Ledger Group

SetiD: BARTD
Ledger Group: pegins with |

 LookUp || Clear || Cancel :|Elasiannkug

Search Results

lknew 100 First [q] 1-4of4 La.sq
Ledger Group Description L r Group T

iICC_CNTL CH:Operating Detail Budget Expense
CC CONTROL Operating Control Budget |Expense
CC PROJCHD Project Child L edger Group |Expense

CC PROJECT Project Parent L edger Group|Expense

CC_CNTL_CH — operating details
CC_CONTROL - operating higher
level point of view

CC_PROJCHD - Project details
CC_PROJECT - Project higher level
point of view
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Home: |

Fa\rovr'rtes Mainvl\-'lenu > Commitment Control » Review Budgetﬁct'rvities » Budgets Overview

Budget Inquiry Criteria
Budget Overview

Inquiry:  PROJECT Description: FPROJECT INQUIRY ﬁl

Amount Criteria Clear Reset

Budget Type
*Business Unit: [BARTD @, Ledger Grolp

[C] view Stat Code Budgets
[ Display Chart @

Ledger Group - Ledger Group: CC_PROJECT @,

Project Parent Ledger Group

*Type of Calendar:  Detail Budget Period -
Budget Criteria Customize | Find | View A/l | B First K1 4 oF4 I L ast
Select Ledger Group Calendar ID ::}c;li';:udget To Budget Period Inclm;t:;rﬂ::i;: :;ment Ir:‘l’l;::tfnl::::g
CC_PROJECT [ a, | @, B
ChartField %ﬁgﬁe'd T ChartField To Info  ChartField Value Set  Update/Add Open
Account ® [ @ Update/ado Closed
Fund ® | |@ uUpdateiadd Hold
PC Bus Unit @ | = |a Updateirdd
Project [09DJ001 @ [ | Updateiadd
Activity [cNmeT ® | & Update/Add
[ save | [GhReturntosearch || N\ PreviousinList | || NextinList | =] notity | i Refresh | [Chadd | |7 updateDisplay |

1. Enter Project
information
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Home | dist \ MutiChannel

Favorites | Main Menu > Commitment Control > Review Budget Activities > Budgets Overview

A Mew Window [

Inquiry Results

Business Unit: BARTD

Ledger Group: CC_PROJECT Project Parent Ledger
Type of Calendar: Detail Budget Period

Amounts in Base Currency: usD

Revenue Associated:

Return to Criteria Max Rows: 100 Display Options
L tals (2 Rows)

Net Transfers:

Budget: 996,859.00

Expense: 524 377 04

Encumbrance: 1,064.43

Pre-Encumbrance: 0.00 Some projects you will need to
Budget Balance: a7i4i7es increase the max rows to view
Associate Revenue: 0.00 ” Of the |nf0rmat|0n

Available Budget: 47141753 a

1B

Customize | Find | View Al

Available Percent e

Account Project Activity Budget Expense Encumbrance Pre-Encumbrance Budget* | Available Bus Fund L

Unit
1 I.EI% |E;L':J. LABOR_EXP 09DJ0OO01 CNMGT T60.966.000 760.506.150 0.000 0.000 459.850 0.06 5| BARTD 9000 g
2 I-EI%I E{i NMOMLBR_EXP 09DJ001  CNMGT 235.803.000 -236.129.110 1.064.430 0.000 470,957.680 199.65 F| BARTD 9000 g
< [ ] 3

Return to Criteria *Motes \ \

Click to see the
PO Activity
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Home | Worklist | !

Favorites : Main Menu > Commitment Control > Review Budget Activities > Budgets Overview

&0 New V

Activity Log

Ledger: PROJECT_EN

Display open encumbrances only: 0o

PC

Tran Document Ref . Year - . Foreign Foreign
E Document 1D+ Account Fund Bus Project Activity Period
Line Label~ Bdgt? Unit Amount Currency
‘fo 2 VoucherID: 00011089 Y NONLBR_EXP 9000  BARTD |09DJ00A1 2011 CNMGT 10 -1,431.95|USD =
‘fo 1 VoucherID: 00010208 Y NONLBR_EXP 9000  BARTD 09DJ0O0A1 2011 CNMGT 10 -8,568.05 UsSD
) FPurchase
[ ] 6 e 6MB026 M NONLBR_EXP 9000  BARTD |09DJ00A1 2011 CNMGT 9 10,000.00 USD
r FPurchase
[ ] G Order 6MB026 M NONLBR_EXP 9000  BARTD 09DJ0O0A1 2012 CNMGT 12 -10,000.00 USD
) FPurchase 3
[ ) 6 Order 6MB026 M NONLBR_EXP 9000  BARTD 09DJ0OO1 2012 CNMGT 12 10,000.00 USD
r FPurchase
[ ] G Order 6MB026 M NONLBR_EXP 9000  BARTD 09DJ0O0A1 2013 CNMGT 3 -10,000.00 USD
] Purchase
[ ) 6 Order 6MB026 M NONLBR_EXP 9000  BARTD |09DJ0OOA1 2013 CNMGT 3 0.00 USD
r FPurchase
[ ] G Order 6MB026 M NONLBR_EXP 9000  BARTD 09DJ0O0A1 2013 CNMGT 3 10,000.00 USD |
) Purchase
[ ] 10 Order 6MB008 M NONLBR_EXP 9000  BARTD |09DJ00A1 2011 CNMGT 10 1,064.43 USD
) Furchase
[ ] 10 Order 6MB008 M NONLBR_EXP 9000  BARTD 09DJ0O0A1 2012 CNMGT 12 -1,064.43 | USD
) FPurchase
[ ] 10 Order 6MB008 M NONLBR_EXP 9000  BARTD |09DJ00A1 2012 CNMGT 12 1,064.43 USD
r FPurchase
[ ] 10 Order 6MB008 M NONLBR_EXP 9000  BARTD 09DJ0O0A1 2012 CNMGT 2 1,064.43 USD
) FPurchase
[ ] 10 Order 6MB008 M NONLBR_EXP 9000  BARTD |09DJ00A1 2012 CNMGT 2 -1,064.43|USD
r FPurchase
@ | e 10 Order 6MB008 M NONLBR_EXP 9000  BARTD 09DJ0O0A1 2013 CNMGT 2 -1,064.43 USD
) FPurchase
[ ] 10 Order 6MB008 M NONLBR_EXP 9000  BARTD |09DJ00A1 2013 CNMGT 2 1,064.43 USD

-~

i | +

OK
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CREATE A REQUISITION FOR SERVICES

* In this exercise you will learn how to Create a Purchase Requisition for Non-Inventory,
Non-Maintenance Services.

* Note: It is important to gather sufficient information regarding the materials or services
being requested to allow approvers and Procurement staff to act upon the requisition,
including informal quotes, estimates, and known existing contracts that may cover the
materials or services being requested.
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1. Define Requisition

Favorites
-

Worklist \ MuttiChanne! Console \ Agdd to Favorites | Sign out

Main Menu > eProcurement > Create Requisition
- -

Navigation

(2) Help
Create Requisition
- There are no lines on this request.
- N - Please add new line in order to save this

Specify Business Unit and Requester requisition

*Business Unit: BARTD @, Bay Area Rapid Transit Dist Total Lines: 0
Total Amount (). 0

*Requester: 058633 @,

OK

The Business Unit and the Requester ID
Click OK which is your Employee ID should

default. Change the Requester ID if
necessary.

Note: Call the Help Desk x7208 or email

IT HR Security Requests if either one of
\the values defaults with a blank value. /

a. Line Defaults

Home | Workist | MuliChannel Console | AddtoFavorites |  Sign out

Favorites | Main Menu > eProcurement > Create Requisition
- - =

(2)Help
Create Requisition )
There are no lines on this request.
|E\|: 1. Define Requisition E!;; 2. Add ltems and Services \& 3. Review and Submit Please add new line in order to save this
bl r .
Specify requisition name, requester, and other information that applies to the entire requisition.
Total Lines: o
Business Unit: BARTD Bay Area Rapid Transit Dist Federal Category Total Amount (USD) 0
Requester: 056633 Cabrales,Jaime D *Currency: usD
Requisition Name: Cleaning Sevices Priority: Medium -

ontinue

Click 1 arrow to
expand
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Home | Workist | MultiChannel Conzole | Add to Favorites |  Sign out

Main'Menu kS eProcu'rernent » (Create Requisition
|L}( 1. venne neyuiisiaen EI# L. AU LSS allu el ViLey I:l\g o MEVIEW allu Juuine

Specify requisition name, requester, and other information that applies to the entire requisition.

There are no lines on this request.

Business Unit: SF BART District Federal
Category Please add new line in order to
Requester: Jaime D Cabrales *Currency: save this requisition.
Requisition Name: Cleaning Services Priority: Medium Total Lines: 0
. . Total Amount (USD). 0
Click Override
Default Ifyou select this option, the defaults specified below will be applied to requisition lines when there are no predefine
values forthese fields
® Override Ifyou select this option, the defaults specified below will override any predefined values for these fields.
Vendor: Q G,

LC

Buyer: Q Unit of Measure:

Adding a Vendor is
Optional but Preferred.

Ship To: HSR

Due Date: Attention:

) Chartfields2 || Chart Details || Asset Information

Pct Location GL Unit count Fund Dept PC Bus Unit Project

Click the i Vendor
Lookup

A Buyer should only be
entered if you are
creating a negative
Requisition.

4 D)

ote: Line Defaults values will apply to all
of the lines. These values may be
changed in the Review and Submit page
line by line. The Review and Submit page
override Line Defaults.

Validate the entries in the Review and
Submit page in case the data did not

\default as expected. /
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Favorites : Main Menu > eProcurement > Create Requisition
- - -

Vendor Search
Vendor ID:
Hame: janitor
Short Vendor Name:
Alternate Vndr Name:
City:
Country:
Postal Code:

€} Enter search criteria to find a vendar,
Return to Define Reguisition

State:

2. Click Find

1. Enter part of
the Vendor name

\/
Find

Reset
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Home | Worklist |

Favorites © Main Menu > eProcurement > Create Requisition
- : - -

@t
Vendor Search
Vendor D: | Find
Hame: [janitor Reset

Short Vendor Name:

Alternate Vndr Name:

Country: QJ State: -

I
I
City: |
I
I

Postal Code:

Default Default Location -
Vendor 1D Name Location ez Address City State
B CITRUS 7317 GREENBACK CITRUS =h
10000000177 A-1 JANITORIAL SUPPLY HTS LANE HEIGHTS CA |_—|'EI
THE GOOD JOB SAN
20000001206 BROTHERS JANITORIAL DAL-SFO 112 AMAZON AVE . CA I.Eél
LLC FRAMCISCO
30000001803 LIFORMIA JANITORIAL SAN JOSE 437 W SAN CARLOS SAN JOSE CA I_EI%
- PLY ST
ce-e DA JAMITORIAL & =
557 =l
40000005576 MEDI UPPLY HAYWARD PO BOX 6263 HAYWARD CA I._IIEI
5/ 0000006806 |GMG JA AL INC SFO 2237 PALOU 5T St CA F“
- ' \ ' FRAMNCISCO ) =
- | SAC-WAL JA L =
ane [ =l
6 0000011305 SUPPLY ING WEST SAC 880 SERVICE STREET|SAN JOSE CA |_—|'§I

Return to Define Requisition

Click the Vendor
ID to select
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| MultiChann

Fa\rgr'rtes Main Menu > eProcuvrement » Create Requisition

| o 1. Ue neyuIsIuuin =178 L. AUU ILEIND allu_JEIVILED

=g 1. MEVIEYW aliu_Juuii

Specify requisition name, requester, and other information that applies to the entire requisition.

Business Unit:

SF BART District Federal Category
Requester: | Jaime D Cabrales *Currency: SO
Requisition Name: |Cleaning Senices Priority: Medium
~ Line Defaults
Default Options
O Default Ifyou select this option, the defaults specified below will be applied to requisition lines when there are no predefine

values for these fields.

® Override Ifyou select this option, the defaults specified below will override any predefined values for these fields.

Vendor: 0000001206 Q Vendor Location: DAL-SFO Q
Buyer: Q Category:

Q Unit of Measure: |E

Ship To: HSR &} Modify Onetime Address

ign out

There are no lines on thiz request.

Pleaze add new line in order to
=ave thiz requisition.

Total Lines: 0
Total Amount (USD). 0

Due Date: [#] Attention:

Chartfieldz1 Chartfields2 Chartfields3 Detailz. Asset Information

Lookup

Pct Location GL Unit Account Fund Dept PC Bus Unit Pri

Click Category

@,

| 3

[

v
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Favorites Main Menu > eProcurement > Create Requisition
- H - -

Create Requisition

Look Up Category

Mate: You may either Search or Browse to ook up the appropriate category for your special request.

Search By Description -~ [BUILDING CLEANING = | Find 3. Click Find.

¥
customize | Find | B | B First T 401 O Last

Catalog Category

Description Find in Tree

L

* Browse Category Tree

Return 1. Click arrow & 2. Enter a description of the
change to Category. Select a category
Description above 70000000 for a service.
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Favorites Main Menu > eProcurement > Create Requisition
- : - -

Create Requisition

Look Up Category

Mote: You may either Search or Browse to look up the appropriate category for your special request.
w Search Categories

Search By Description - |EILJILDING CLEAMING

Find

¥
Customize | Find | B | 3 First © 4 o1 I Last

Catalog Category

Description Find in Tree
BUILDING CLEANING
1/UNSPSC F6111501 SERVICES Q

F Browse Category Tree

4. Select the appropriate Category

Return ID or Description link in the list
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Favorites
-

Requester:

Requisition Name:

) Default

: Mainvl\-'lenu ¥ eProcuvrement » Create Requisition

o v

|Cleaning Senices

If you select this option, the defaults specified below will be applied to requisitio

values for these fields.

Jaime D Cabrales

Category
*Currency:
Priority:

Medium
S 1. Enter Unit

There are no lines on thiz request.

Pleaze add new line in order to
=ave this reguisition.

f M Total Lines: o
) ; ! ] ] ] o easure. Total Amount (USD). 0
& Override If you select this option, the defaults specified below will override any predefined

Vendor: 0000001206 Q Vendor Location: DAL-SFO Q

Buyer: Q Category: 76111501 Q Unit of Measure: ’E
Shipping Defaults

Ship To: HER MO TAX &} Modify Onetime Address
Due Date: 081212013 5 nition: Jaime Cabrales
ounting Defa ; &
[EELERVE  Chartfields? | Cha 3 | Detais formation .
= 2 = 4. Enter Attention
Pct Location GL Unit Account Furn PC Bus Unit Project T
O:
1000 [LKs Q. [BARTD Q | aQ Q | Q |
<

([l

3. Enter the earliest
date that the services
are due.

Note: Use the scroll bar

if necessary to view
fields.
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[

Favorites | Main Menu > eProcuvrement » Create Requisition

Home | Workist | MultiChannelConsole | Addto Favortes | Sign out

- : -
HequIsimon Name: |\“leaning supples

FTIOMNTy: MEeaIum
¥ Line Defaults Requisition Summary
Default Options There are no lines on this request.
O Default Ifylou s?letcrt]thls Tt_JpInclon, the defaults specified below will be applied to requisition lines when there are no predefine Please add new line in order to
values ror inese nelds. save this requisition.
® override If you selectthis option, the defaults specified below will override any predefined values for these fields.
Q . Total Lines: o
Vendor: 0000001206 Vendor Location: DAL-SFO Q Total Amount (USD). 0
Buyer: Q Category: 76111501 aQ Unit of Measure: |E

Ship To: HSR NO TAX Q Modify Onetime Address Optiona|: CIle to
Due Date: 081212013 [#] Attention: Jaime Cabrales

enter a One Time
Accounting Defaults

Personalize Find | E
——J

Chartfields2 || Chartfields3 | Details | Asset Information Shi pping Address
Pct Location GL Unit Account Fund Dept PC Bus Unit Pro Acti

100/ [LKS Q [BARTD |Q [681500 @ | Q, [oso3631 |Q | Q
<

a

Continue

Enter Account. Use Look Up * &

Search by Description if necessary. . .
. To customize the display
You can also do a partial search by i
. . of the chartfields go to
entering the beginning numbers . .
Appendix A: Customize
of the account. )
Fields at the end of the
Capital Expense Accounts begin VDI B tel

with 69. Operating begin with 68.
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ist | MultiChannel C

Fa\rgr'rtesg Mainvl\-'lenu » eProcuvrement » Create Requisition
~ Line Defaults
Defaut Options
O Default If you select this option, the defaults specified below will be applied to requisition lines when there are no predefined There are no lines on this request.
values for these fields. o
® Override Ifyou select this option, the defaults specified below will override any predefined values for these fields. :':f:tehgfe:z:nl;g:_m order fo
Vendor: 0000001206 Q Vendor Location: DAL-SFO Q Total Lines: 0
Buyer: Q Category: 76111501 Q Unit of Measure: 'B Total Amount (USD)- 0
Shipping Defaults
Ship To: HSR MO TAX &} Modify Onetime Address
081212013 [#] Attention: Jaime Cabrales
Enter 100 [rrans Personlize | Find | B | 3
[T Chartfields2 || Chartfields3 | Details || Asset Information
P Location GL Unit Account Fund Dept PC Bus Unit Project Activ
1000 [LKS Q [pARTD Q@ ([e1500 Q. (0030 (@, [og03831 QL | | |
< |
Continue
1. Fund Code should be
< 0030 for Operating and
< . |>
- 3. Click 9000 for Capital 2. The DeptlID (Cost Center) -
. should be your individual
Continue
department (Cost Center) for
both capital and operating
transactions.
If the item(s) should be charged to
a project, whether Operating or
Capital, enter PC Bus Unit, Project,
and Activity; otherwise leave blank
Page 20 of 144
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2. Add Items and Service

Favorites
-

Home: | Worklist | KMultiChannel Consq

Main Menu > eProcurement > Create Requisition
- =

(Z)Help
Create Requisition

“f‘ 1. Define Requisition

b

ry 2. Add Items and Services

\& 3. Review and Submit

Add lines to the requisition, specifying the information necessary to procure each item or service.
Search: |

\-1 Search
Catalog | Favorites || Templates | Forms || Web |f

Special ltem

Request for non-inventory, non-maintenance materials (By Quantity)
Fixed Cost Senvice

Request for services or to process goods like a service (Amount only). Select this option for Procurement Services,
Professional Senices, Construction (when material is included with the service), and other semvices.

Review and Submit CIICk on the Fixed
Cost Service link
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Favorites
-

Create Requisition

Main Menu > eProcurement > Create Requisition
- -

Home |

Worklist |

MuttiChannel Console |

(@) Help

E 1. Define Requisition

E‘Q; 2. Add ltems and Services

\53 3. Review and Submit

Add to Favorites |

There are no lines on this reguest

Please add new line in order to save this

T

Add lines to the requisition, specifying the information necessary to procure each item or senvice.

Search:

Catalog || Favorites

* Service Description:
* Value of Service:
* Category:

Vendor ID:

Vendor Name:

Start Date:

Quote Humber:

[T send to Vendor

Add Senice

Forms | Web

Janitorial Service

76111501 @,
0000001206 @,
THE GOOD JOB BROTHE@,

Bl

[T Show at Receipt

Add or Start New Type

Values that defaulted can
be overridden.

* Currency: usD

Suggest New Yendor

End Date:
Quote Date:

[T show at Voucher

o

Search

Total Lines:
Total Amount (USD)

Note: Services have a value over 7000000. If you are processing goods as a service and the

matching category code has a value under 70000000 then you must select the next closest code

within correct range.

The Category Code will blank out when it is not within the correct range. You should receive a

warning message. If you do NOT receive a warning message your browser settings need to be

adjusted. Please contact Olivia Rocha for help with your browser at x6672
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Home | Workist | MuliChannel Conscle | Addto Faverites |  Sign out

Favorites | Main Menu : eProcurement : Create Requisition
- H - -

(Z) Help
Create Requisition
— — ‘There are no I\na; Un_ this request. .
|E‘ 1. Define Requisition Z£ 2. Add ltems and Services \ga 3. Review and Submit Please add new line in order to save this
T
Add lines to the requisition, specifying the information necessary to procure each item or semvice.
Search: O\ Search Total Lines: 0
Catalog || Favorites | Templates | Forms | Web Total Amount (USD) o
* Service Description: Janitorial Service 1. Enter descrlpt|0n Of SerV|ce.
* Value of Service: 10000.00000 * Currency: usD Include the PO # |n the
* Category: 76111501 @, Aot . e e
Vendor ID: 0000001206 @, Suggest New Vendor descrlptlon If the reqUISItlon
THE GOOD JOB BROTHEQ should be processed into an
start Date: 091022013 [ Date: 0613012014 |5 o 5
Quote Number: 20111224 Date: 0812520713 |[5) existing PO.
Main Building [E2lA
3. Enter
[7] send to Vendor [T show at Receipt at Voucher appI’Opl’Iate

Add Senvice

values for dates
& quote number

Add or Start Mew Type

2. Enter the lump
sum value.

6. Click Add
Service

5. Send to Vendor - Checking this box makes the Additional
Information text visible on the printed requisition and
purchase order

Note: Make sure you include non-merchandise information
in comments with the amount. This amount should not be
included in the lump sum.

For example:

Environmental Fees: $50

Total requisition will be $10000; however, the Buyer will add
the environmental fees in a special field and the total of the
PO will be $10050.
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3' CIiCk ReVieW and Smeit me Worklist \ MuttiChannel Console \ Add to Favorites |
after all lines are entered.

Favorites | Main Menu > eProcurement >
- : - -

(Z)Help
Create Requisition \ Ferrr S

— = Description Qty Uuom
E 1. Define Requisition Eh; 2. Add ltems and Services \& 3. Review and Submit Janitorial Senvice 1 EA
Add lines to the requisition, specifying the information necessary to procure each item or senvice. .

. | Total Lines: 1
Search: | A search | 10,000.00

Total Amount (USD)
LCatalog Favorites Templates Forms Web

/\

* Service Description: |
* Value of Service: 0.00000 * Currency: usD .
© Catesons. L Notice the
gory: X
Vendor ID: 0000001206 a Suqaest New Vendor Summary page is
Vendor Name: THE GOOD JOB BROTHES,
Start Date: el End Date: El updated.
Quote Number: Quote Date: El
13
2. To add another line for goods
[¥] send to Vend [C] show at Receipt [T show at Vouch . .
e e SRR click on Add Items and Service.

Add Service ] Cancel | Add or Start Mew Type

You will need to select Special

/\ Item and follow the directions in

1. To add another line for the “Create a requisition for

service, complete the fields as Goods”.

shown on previous page.
Repeat until all service lines are
entered.

Caution: If your Summary page is not showing or
updated correctly you will need to Delete Temporary
Internet Files and begin the Requisition again.
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3. Review and Submit

Favorites
-

| Workiist | MultiChannel Console | AddtoFavorites | Sign out

Main Menu > eProcurement > Create Requisition
- =

(Z)Help =

Create Requisition :

— Description Qty UoM
|D( 1. Define Requisition & 2. Add Items and Services \& 3. Review and Submit Janitorial Service 1 EA
Review the details of your requisition, make any necessary changes, and submit it for approval Total Lines: ’
Business Unit: BARTD Bay Area Rapid Transit Dist Total Amount (USD). 10,000.00
Requester: 9

Cabrales Jaime D

*Currency: usD

Requisition Name: Cleaning Sevices Priority: Medium -
P {1 Janitorial Senice THE GOOD JOB 1. Each 10,000.00000 10‘000_00%

BROTHERS JANITORIAL :

LLC
Total Amount: 10,000.00 USD
TR
a =mplate(s) g Madify Line / Shipping / Accounting m Delete
1. Click the arrow I to expand to

view the line details.

mn

|| Shown at Voucher [Z] Approval Justification

=

Note: Line Details override values
entered in Line Defaults

v approvals x Cancel requisition Find more ilems Add Reques

Home | Workiist | MultiChannel Console | Addto Favorites |  Sign out

Favorites MainvMenu ¥ ePrUcuvrernent » Create Requisition
| I_ L UENNE neyuisiuuen EI% L. RUU 121D anu Jeivives I:l\];a WJ. MEVIEW allu Juwiii
Review the details of your requisition, make any necessary changes, and submit it for approval.
Description Oty UOM
Business Unit: SF BART District Janitorial Service 1 LO
Requester: Jaime D Cabrales *Currency: Total Lines: 1
Requisition Name: Cleaning Semvices Priority: e Total Amount (USD). 10,000.00
v [1 Janitorial Service THE GOCD JOB Lot 10,000.00000
BROTHERS JANITORIAL
LLC
Consolidate with other Regs [l override Suggested Vendor
Shipping Line: 1 Due Date: 06/30/2014 [ Quantity: 1.0000 Price: 10,00
Status: Active *Ship To: HSR @ Modify Onetime Address
Attention To: Jaime Cabrales dd Snipte Comments
*Distribute By: Amt A4 Spe: Q *Liquidate by Amt
B Kl
. . . rmation Aszset Information 2 D
Verify the Ship to Location. 3
£ er - . ¥
3 Change the code if it did not 2
default properly. Most services
u ”
are non-taxable. Use a “No Tax h d hall
; Changes made to the line
code for a non-taxable service. '8 )
details are applicable only

to the line that you are on. Page 25 of 144




initorial Service THE GOOD JOB l:l Lot

Home | Worklist | MultiChannel C | Add to Favorites | Sign out

Price

Requisition Summary ____|

Description Qty UOM

10.000.00000 10,000.00 Janitorial Service 1 L0

BROTHERS JANITORIAL
LLC Total Lines: 1
Consolidate with other Regs Override Suggested Vendor Tot; 2 Annenan
g Due Date: 06302014 [ Quantiy: 1.00000  price: 1000000000 = Click on the Line
Active *Ship To: LKS(NO-TAX @ Modify Onetime Address o =i
Details icon 2 to

lJaime Cabrales

Amt v SpeedChart: Q

Add Shipto Comments

Personalize | Find | View A1 B |

“Liquidate by Amt v

add the Contract to
il the line.

Chartfielis2 Chartfieids3 Details Details 2 Asset Information Asset Inforf\ggion 2 D]
_Nion Quantity Percent
. . 00.0000
Validate the chartfields (account, fund,
department, project, activity). T
= / Ship

If you have not customized the display of
the chartfields then click on the
Chartfields2 and Chartfields 3 tabs to
view the values.

Merchandise Amt GL Unit Note: You will need
1000000(BARTD | to do this for each

line.

10,000.00 USD

To customize the display of your
chartfields follow the directions in
Appendix A Customize Fields.
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Favorices | Main Menu > eProcurement > Create Reguisiion
Eh - =%

Home | Workist | MultiChannel Console | AddtoFavorites |  Sign out

(Z)Help
Create Requisition Requisition Summary
Description Qty UOM
Line Details Janitorial Service 1 EA
Line: 1 ‘Janitorial Service: Line Status: Pending Total Lines: 1
Total Amount {USD}. 10,000.00
v ltem Details
Merchandise Amt: 10,000.00 usD
Category: 76111501 View Hierarchy
PING CLEAMING SERVICES
2 @, Buyer Information
DO not Change Value 01205—@ THE GOOD JOB BROTH Suggest New Vendor
A - JANITORIALLLC
even if you are Fo . .
process&ilng e The checkbox defaults when the item is
under service added under Fixed Cost Service. Leave
' - uPHD: box checked.
iy,
Manufacturer's ltem ID: \ @,
Physical Nature Semnices -
Where Performed Ship To Location -
[Crra Required Zero Price Indicator [¥] Amount Only
Device Tracking [ Inspection Required

Configuration Info

Click on arrow " to
enter a Contract ID
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Favorites |
A H

Create Requisition

Main Menu > eProcurement > Create Reguisition
- =

Line Details
Line: 1 Janitorial Service Line Status: Pending
+ [tem Details
Merchandise Amt: 10,000.00 UsD
Category: 76111501 View Hierarchy
Description: BUILDING CLEAMNING SERVICES
Buyer: |g55mg @, Buver Information
Vendor: |0000001208 @, THE GOOD JOB BROTHERS Sugaest New Vendor
JANITORIAL LLC
Vendor Location: |D-‘\|—-5F':J
Vendor's Catalog: |
Vendor ltem ID: |
Manufacturer ID: | @, UPH ID:
Manufacturer:
Manufacturer's Item ID: | @,
Physical Nature Senvices -
Where Performed Ship To Location -
[Tl RFQ Required Zero Price Indicator Amount Only
Device Tracking [ Inspection Required
Configuration Info
w Contract
Contract ID: | @ B GPO ID:
Version: [¥] use Contract if A GPO Contract:

[ &
-

Contract Line:

Category Line:

b Sourcing Controls

Ll Cancel

Click OK
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Home | yrklist | MultiChannel Co | Addto Favo Sign out

Fa\.rovr'rtesﬁ MainvMenu » eProcuvrement » Create Requisition

Status: Active *Ship To: [pHSR Q. Modify Onetime Address

-~
= i : L ip i siti
Attention To: [Jaime Cabrales e Requisition Summary
Description Oty UOM
*Distribute By: Amt v SpeedChart: Q *Liguidate by Amt - || Janitorial Service 1 LO
Personalize | Find | View Al Total Lines: o
Chartfields2 ' Chartfields3  Detals  Detals2 || Assetinformaton || Assetinformaton2 = [») Total Amount (USD).  10,000.00
Dist Type  *Location Quantity Percent Merchandise Amt GL Unit
1 Open LKS Q, | 1.0000 100.0000 10,000.00 [BARTD
[ select All/ Deselect All Total Amount: 1
L |.qk Add to Favorites [I?:, Add to Template(s) Modify Line / Shipping / Accounting Eﬂ

[J send to Vendor [[] show at Receipt [] shown at Voucher [ Approval Justification
o3| Check Budget
Ds Save & submit Ja Save & preview approvals x Cancel requisition Find more items

|

|<

Click Save &
Preview Approvals
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Favorites : Main Menu > eProcurement > Create Requisition
- i - =

Confirmation

Requested For:

Requisition Name:

Requisition 1D 0000006647
Business Unit: BARTD
Status: COpen
Priority: Medium
Budget Status: Mot Checked

Operating

Cabrales,Jaime D

Cleaning Sevices

Humber of Lines:

Total Amount:

= Line 1:Initiated
Janitorial Service

[#]start New Path

Operating (no Project)
Not Routed

Level 1 Approver

S Ca:rales.JalmeD —F—

Not Routed
dt.David A
Hardt.Davi _E

Department Managers

Submit

View printable version

Edit Requisition

Manage Requi

Apply Approval Changes

Create Mew Reqguisition

Edit Requisition

Check Budget

| Worklist | MultiChannel Console|

To
To

1
10,000.00 USD
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4. Adding Attachments

Home

Favorites . Main Menu
ST =

() Help
Edit Requisition
Hf‘ 1. Define Requisition El‘qg 2. Add Items and Services \% 3. Review and Submit
Review the details of your reguisition, make any necessary changes, and submit it for approval.
Business Unit: BARTD Bay Area Rapid Transit Dist
Requester: 056633 Cabrales Jaime D *Currency: UsD
Requisition Name: |Cleaning Sevices Priority: Medium -
Requisition Lines
M E Janitorial Service THE GOOD JOB 10000 Each 10,000.00000 10,000.00 Bl (=
BROTHERS JANITORIAL
LLC
[[] Select All Deselect All Total Amount: 10,000.00
L . 115 — _ ) I
| Lk Add to Favorites I Add to Template(s) Madify Line f Shipping / Accounting Il @ Delet

[C] Shown at Voucher DApprO\raI Justification

[C] send to Vendor [C] show at Receipt

'@ Check Budget

Find more item d Request [

j Ds Save & submit .!3 Save & preview approvals x Cancel Changes

All requisitions are required to have at
least one attachment. Click the
Comments icon under Line 1 to add
all of the attachments for the
requisitions.

Note: Your file name should not be
longer than 60 characters.
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Home | Workist |

Favorites © Main Menu
- i -

Line Comments

Business Unit: BARTD Requisition Date: 08M2/2013

Requisition ID: 0000006647 Status: COpen Line: 1

Comments Find First &Y 9 of 1 1 | st
Use Standard Comments Entered On: 08/M2/2013 9:28:18AM i‘ ;I

1 k= **Quote Number:2011-1224 **Quote Date:2013-08-25 **Start Date:2013-09-02 **User Comments: Main Building == @@

[ send to Vendor [l Show at Receipt [C] Show at Voucher

o ~—

Click Add Attachments

OK Cancel

File Attachment

? Help

| |[ Browse.. |

: Upluad: Cancel:

Click Browse
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-
'@ File Upload e — - ‘a- e
%vl ..+ Procurement Forms - | 3 | | Search Procurement Forms pe) |
Organize + Mew folder =~ [ @
¥ Favorites MName ’ Date modified Type Size
Ml Desktop @ Copy of payappprocurement 3/18/20131:18 PM  Microsoft Excel W... 32KB
N & Downloads E Management Decision Document 10/10/2011 4:03 PM  Adobe Acrobat D... 147 KB
"Ll Recent Places @ payappprocurement 3/20/20137:18 AM Microsoft Bxcel W... 26 KB
7 Libraries |E Purchase Requisition Form 9/27/201012:10 PM  Adobe Acrobat D... 15 KB
o Libraries \
78 Computer
& os(c) Search for your file in the

s HP_RECOVERY (Dv)

5 7-Day_Temp_Storage (\WTEMPOINTER
5 Information_Technology (\WGROUPO:
B Removable Disk (H:)

o PHASE 1 (MBAPDOCSIINBAPDOCSD]
® BAP_share_1 (\\GROUP01004GROUPC
5 Applications.sys (\APPS01VAPPSO1)
® Applications.data (\\WAPPSO2VAPPS02
# 7-Day_Temp_Storage (\WTEMPOINTER
L psoft (Vlswrpll) (W)

5 Batch (\WAPPSOLVAPPS01NApplicatior
# Applications.Public (\WAPPSOL\APPS
M iy Web Sites on MSN

ﬁ Metwork

appropriate directory and
select it by double clicking or
high-light it and click open.

File name:  Purchase Requisition Form

- [ Al Files -

I Open |vl ’ Cancel ]

File Attachment

? Help

|C:".F’urchase Requisiton Worksheet Req3773 Oracle.dn{:)| :

Upload  Cancel

Click Upload button to attach
the file to the requisition.
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Home | Worklist | Mu

Favarites | Main Menu
- -

Line Comments

Business Unit: BARTD Requisition Date: 08M2/2013
Requisition 1D: 0000006647 Status: Open Line: 1
4] 4]
Use Standard Comments Entered On: 08/12/2013 9:28:184AM #[=]

1 == *Quote Number2011-122A **Quote Date:2013-08-25 **Start Date:2013-08-02 **User Comments: Main Building == @@

[[] send to Vendor [ show at Receipt [C] show at Voucher
f Add Attachments :
= Attachments
Attached File UseriDate Time View 2Ll
Vendor
1/ Purchase_Requisition_Works 73_Oracle.pdf SJOMES2013-08-12-10.03.45 661 View ] j

OK Cancel

To add more attachments click Add

Click OK. Attachments.

Note: For change orders you only need to
attached the conformed copy of the change
order.
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Favorites
- H

Main Menu
-

Edit Requisition

Home | Worklist | MultiChannel C

‘E‘ 1. Define Requisition

El‘%: 2. Add Items and Services \g 3. Review and Submit

Review the details of your requisition, make any necessary changes, and submit it for approval.

Business Unit:

BARTD Bay Area Rapid Transit Dist

Requester: 056633 Cabrales Jaime D *Currency: UsD
Requisition Name: |C|eaning Sevices Priority: Medium -
P Janitorial Service THE GOOD JOB 1.0000| Each 10,000.00000 10,000.00 34

BROTHERS JANITORIAL

LLC

[C] selectAlli Deselect All Total Amount: 10,000.00 USD
| ] Add to Favorites || Add to Template(s) Madify Line { Shipping / Accounting Il Eﬂ Delete

[C] send to Vendor [C] show at Receipt [C] shown at Voucher [C] Approval Justification lio
=) Check Budget
= Save & submit | sl save & preview approvals || % Cancel Changes Eind more items Add Reques

Click to Save &
Submit to route
the requisition
for approval.
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Favorites :
- H

Main Menu
-

Confirmation

Requested For:

Requisition Name:

Cabrales,Jaime D

Cleaning Sevices

Total Amount:

Requisition ID: 0000006647
Business Unit: BARTD
Status: Pending
Priority: Medium
Budget Status: Mot Checked
Operating
- . ——
= Line 1:Pending py—
Janitorial Service

Home |

Humber of Lines:

dist

1

10,000.00 USD

The requisition
has been routed
for approval
when the status

Operating (no Project)

Self Approved
«Ca:rales.Jaime D

Pending
) @ Hardt David A

Level 1 Approver
08/12/13 - 10:05 AWM

Department Managers

j is pending.

, B Dlyors O]

Line ltem Description

1 Janitorial Service

Submit

View printable version

Change Request

Edit Requisition

Manage Requisitions

Apply Approval Changes

Line Re-Approval

Routed for Approval

Check Budget

Create New Requisition

MultiChannel Console

(2) Help

Add to Favorites |
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CREATE A REQUISITION FOR GOODS

* In this exercise you will learn how to Create a Purchase Requisition for Non-Inventory,
Non-Maintenance Goods.

* Note: It is important to gather sufficient information regarding the materials or services
being requested to allow approvers and Procurement staff to act upon the requisition,
including informal quotes, estimates, and known existing contracts that may cover the
materials or services being requested.
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1. Define Requisition

IEEER(  Create Requisition [ +] = |
€ | @ Imlap05v.adm bart.gov:6600/ psp/BRFPSIL/EMPLOVEE/ERP/c/PY_MAIN_MENU.PV_REQ_ENTRY.GBLIAction=A || @ - Askeomsearch Ll &

|8 Most Visited @) Getting Started ]| Suggested Sites {_| Web Slice Gallery {_| brfddl [ | BRFIO1 { | Add/Update POs | |

r

{7 BRFPS91 [} Document Status | BRFPOL @ Mozilla Firefox Start Pa...

Favorites  Main Menu > eProcurement > Create Requisition

» [ Bookmarks

Home | Workist | MultiChannelConsole | AddtoFavorites |  Sign out

Create Requisition

(Z)Help
Specify Business Unit and Requester

“Business Unit: BARTD @, Bay Area Rapid Transit Dist
*Requester: 056633 @,  Cabrales Jaime D

oK

Kl'he Business Unit and the Requester ID \
Click OK

which is your Employee ID should default.
Change the Requester ID if necessary.

Note: Call the Help Desk x7208 or email IT
HR Security Requests if either one of the
values defaults with a blank value.

J

javascriptiptCommonObj.updatePrompt(document.wind, ZICRow0');
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a. Line Defaults

BART
m Home | Workist | MuliChannel Console | AddtoFavorites |  Signout
Favorites : Main Menu > ePrncu_rement ¥ Create Requisition
(Z)Help
Create Requisition
— — There are no Ilnes Un_mls request.
“j‘ 1. Define Requisition Z¢  2.Add ltems and Services \& 3. Review and Submit Please add new line in order to save this
req .
Specify requisition name, requester, and other information that applies to the entire requisition.
Total Lines: 0
Business Unit: BARTD Bay Area Rapid Transit Dist Federal Category Total Amount (USD)’ 0
Requester: Cabrales, Jaime D *Currency: usD
Requisition Name: Parts Priority: Medium -
»
ontinue
Enter a description for your
; requisition. This field is used to hel
Click arrow L to q P
ou search for your requisition.
expand y y q

Home | Worklist | MultiChannel Console | Add to Favorites |

Sign out

Fa\fovr'rtes MainvMenu » ePrncuvrement » Create Requisition

Create Requisition

ﬁ 1. Define Requisition Eh; 2. Add Items and Services \& 3. Review and Submit

Specify requisition name, requester, and other information that applies to the entire requisition.

There are no lines on thiz reguest.

Please add new ling in order to

=ave this requisition.
Business Unit: SF BART District Federal Category
Total Lines: 0
Requester: Jaime D Cabrales * "
' Currency: Total Amount (USD): 0
Requisition Name: Fars Priority: Medium
b
O Default g C“Ck Overnde ecified below will be applied to requisition lines when there are no predefine
valls o
ofY

If you select this option, the defaults specified below will override any predefined values for these fields.

Adding a Vendor is
Vendor: Q Vendor Location: Optional but Preferred
Buyer: Q Category: Q Unit of Measure:
B — . @
Ship To: HER aQ Modify Onetime Address Click the ™ Vendor
Due Date: e Attention:

Lookup

) Chartfields2 || Chartfields3 | Details | Asset Information %

Note: Line Defaults values will apply to all of the lines.
These values may be changed in the Review and

Submit page line by line. The Review and Submit page
override Line Defaults.

Validate the entries in the Review and Submit page in
case the data did not default as expected.

J




| Worklist | MultiChannel Console | Add

1. Enter part of the

Fa\fovr'rtes H MainvMenu » eProcu'rement > Create Requisition
Vendor Name Z)Help_»
Vendor Search . .
2. Click Find There are no
Vendor ID: Please add ne
Name: parts Reset =
Short Vendor Hame: Total Lines:

Alternate Vndr Name: Total Amount |

City:
Country: @, State: -
Postal Code:

€ Enter search criteria to find a vendor.
Return to Define Requisition
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Favorites © Main Menu > eProcurement » Create Requisition
- : - -

Vendor Search
Vendor ID:
Name:

Short Vendor Name:

Alternate Vndr Name:
City:

Country:

Postal Code:

State:

Vendor ID Name Defau.lt Defau I.t L.oc:ation
Location Description
110000000971 mcgu; ELEVATORPARTS o -
APPLIANGE PARTS
2/0000000911 | AFELIATCE P8 SAN-PAL
30000001408 | BEST AUTO PARTSING DAKLAND
4| 0000001602 BUSS AUTOMOTIVE SAN LNDRO
50000002510 MPRESSOR PARTS CO | gy yay
6|0000002588 OLIDATED PARTS .y josE
7|0o0000s856 | GE SERUACE WOOD DALE
CEN
e (GETRA TATION
15 3
8|000000s8s3 | S TRAN PITTSBURGH
9|0000006662 | GENERAL A DAKLAND

100000007360

Return to Define Reguisition
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THE PARTS HO

GAL-GAL

Click the Vendor
ID to select

Address

2335 S INDIANA AVE

870 SAN ANTONIO RD

1470 HIGH 3T

890 MARINA BLVD

28301 INDUSTRIAL
BLVD STEE

2040 JUNCTION AVE

PARTS SERVICE
CENTER

PO BOX 640343

4425 INTERNATIONAL
BLVD

343 S KELLOGG 5T

Home |

Find

Reset

City
CHICAGO
PALO ALTO
OAKLAND

SAN LEANDRO
HAYWARD

SAN JOSE

WOOD DALE

PITTSBURGH

OAKLAND

GALESBURG

Worklist

CA

CA

CA

CA

IL

PA

CA

IL

| Mutichannel Console |

(Z)Help =«

m

There a
Please
requisit

Total Lin
Total An



Home |

| Mutichannel

| Add to Fave

= . . . b
=iy 2. Add Items and Services \i‘ 3. Review and Submit —
Requisitio I 13
Specify requisition name, requester, and other information that applies to the entire requisition. There are no lines on this reguest.
- - - Pleaze add new line in order to
Business Unit: SF BART District Federal Category save this requisition.
Requester: | 056633 | Jaime D Cabrales *Currency: SO
S o - Total Lines: o
Requisition Name: |Parts Priority: Medium Total Amount (USD) 0
~ Line Defaults
Default Options
O Default Ifyou select this option, the defaults specified below will be applied to requisition lines when there are no predefine
values for these fields.
® Override Ifyou select this option, the defaults specified below will override any predefined values fi

Vendor: 0000001408 Q Vendor Location: [oakano @ Click Category
Buyer: Q Category: S ﬁl Looku p

Shipping Defaults B
Ship To: HSR a, Modify Onetime Address
Due Date: [#] Attention:

Accounting Defaults
Chartfields1 Chartfields2 Chartfields3 Detailz. Asset Information

Perzonalize | Find | E 1

Pct Location GL Unit Account Fund Deot PC Bus Unit Proiect Acti ™
>

[
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-.‘."- - 8] hetpe imlapv.admn. bam.gowSE0y pip/BEFFSILEMPLOYEE/ERP/2/PY_MAIN_MENU.PY_REQ ENTRY.GBL PFolderPath=PORTAL ROOT OBIECT =| &

ORACLE 1. Click arrow &

changeto
Description

Entera
description of the

Créate Requititian

Look Up Category
Mole: You may sther Search or Browse 1 up the approprabe categon for g
= Search Cabegories

3. Click find

¥ Browss Category Troe

Rl

4. Selecta CategoryID
under 70000000 for
goods.
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Home: | Worklist |

Fa\rgr'rtes Mainvl\-'lenu » eProcuvrement » Create Requisition

MuliChannel Conzsole | Add to Favorites | Sign out

1. Define Requisition El;; 2. Add Items and Services \ﬁi 3. Review and Submit

-

Requisition Summary

Specify requisition name, requester, and other information that applies to the entire requisition.

There are no lines on this request.

Please add new line in order to
Business Unit: l:l SF BART District Federal Category =ave this requisition.
Requester: | Jaime D Cabrales
Total Lines: o
Requisition Name: |Parts 1 Enter Unlt Of Total Amount (USD): 0
Measure.
O Default If you selectthis option, the defaults specified below will be applied to red
values for these fields.
® Override If you selectthis option, the defaults specified below will override any predefined values for these fields’
Vendor: 0000001408 Q Vendor Location: OAKLAND Q
EA

Buyer: Q Category: 25101600 Q Unit of Measure:

Ship To: HSR Q,

Due Date:

Modify Onetime Address

Attention: Jaime Cabrales

e

2. Enter a taxable Ship to Location. The
requisition will not contain sales tax; however,
the Purchase Order will add the tax based on
the sales tax applicability of the ship to
location.

[Eall a3

3. Enter Attention To:

rkiist | MuliChann

Fa\rgr'rtes ainvl‘v'lenu ¥ eProcuvrement » Create Requisition

-~
Default Options
C Default If you select this option, the defaults specified below will be applied to requisition lines when there are no predefine There are no lines on this request.
values for these fields
. i : - ; : Please add new line in order to
® override If you select this option, the defaults specified below will override any predefined values for these fields. cave this rsquistion.
Vendor: 0000001408 Q Vendor Location: QAKLAND Q Total Lines: 0
E Total Amount (USD). ]

Buyer: Q Category: 25101600 A Unit of Measure:

Ship To: LKS a, Modify Onetime Address
Due Date: hgmz;zm 3 [5] Attention: Jaime Cabrales

Optional: Click to
enter a One Time

Accounting Defaults Personaize | f nd | B | .

Chartfiekis? || Chartfields Asset Information — Shlpplng Address
GL Unit Account Fund PCBusUnit  Project ctivity

L [BARTD Q@ Q Q Q | Q | Q

<

L E.nter the To customize the display of
earliest date that the chartfield .
— 2. Enter the materials are € charthields go to r
| Account. Use due. Appendix A: Customize -
Lookup & Search Fields at the end of the
by Description if Training Manual
necessary Page 45 of 144




|  Addto Favorites |

Note: Use the scroll if

Fa\rgr'rtesg Mainvl\-'lenu ¥ eProcuvrement » Create Requisition . .
KEqUISITION Name: |Fans necessary to view fields.
¥ Line Defaults )
Default Options There are no lines on this request.
O Default Ifyou select this option, the defaults specified below will be applied t in order t
values for these fields. . :ne nerderto
® override If you select this option, the defaults specified below will override any Note: Line Defaults can be left blank. :
a i The values apply to all of the lines. 0
Vendor: 0000001408 Vendor Location: OAKLAND . o i ¥ 0
The line details in the Review and
Buyer: Q Category: 25101600 . . -
Submit page override the values in
R Line Defaults
Ship To: LKS Q Modify Onetime A *
Due Date: 09/02/20132 [5] Attention: Jaime Cabrales
Accounting Defaults Personalize | Find | B | %5
Chartfields1 Chartfields2 Chartfields3 Details Asset Information
Pct Location GL Unit Account Fund Dept PC Bus Unit Project Acti
100.0, [LKs Q [earRTD Q| Q (o030 Q@ (o031 Q@ | Q | a [
£

Enter 100

1. Fund Code
should be 0030 for
Operating and
9000 for Capital

<
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Sign out

2. The DeptID (Cost Center) should be
your individual department (Cost

Center) for both capital and operating
transactions.




Favorites
-

Home |

Mainvl\-'lenu > eProcuvrement > Create Requisition

KequISITon Name: |rans FTIONTY: Meaium

~ Line Defaults B

Default Options

) Default If you select this option, the defaults specified below will be applied to requisition lines when there are no predefine
values for these fields.

® Override Ifyou select this option, the defaults specified below will override any predefined values for these fields.

Vendor: 0000001408 Q Vendor Location: OAKLAND Q,

Buyer: Q Category: 25101600 S Unit of Measure: =

Shipping Defaults

Ship To: LKS Q Modify Onetime Address

Due Date: 09/02/2013 El Attention: Jaime Cabrales

Personalize | Find | B | 3 First EJ 4 o
(VA Chartfields? || Chartfields3 || Details
GL Unit Account Fund Dept PC Bus Unit Project Activity
L [BaRTD @ | Q [o030 | @ (0803631 Q Q | Q
<

Worklist | MuttiChannel Console | Add to Favorites

Continue =
< 1. Enter BARTD for 3. Enter Activity
= a BART project or

CCJPA for a Capital
Corridor Project
4 Click Continue 2. Enter Project

If the item(s) should be charged to a project, whether Operating

or Capital, enter PC Bus Unit, Project, and Activity; otherwise
leave blank and click continue.

| Sign out

Requisition Summary
There are no lineg on thiz request.

Please add new line in order to
=ave thiz reguisition.

Total Lines: o
Total Amount (USD). o
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2. Add Items and Services

MuttiChannel Console | Adc Favorites | Sign out

Favorites - Main Menu > eProcurement > Create Reguisition
- - o

(2)Help
Create Requisition Li : )
here are no lines on this request.
|E‘< 1. Define Requisition E‘; 2. Add Items and Services \& 3. Review and Submit Please add new line in order to save this
i reg X

Add lines to the requisition, specifying the information necessary to procure each item or service.

Search: o} Search Total Lines: o

0
Catalog Favorites Templates Forms Web Total Amount (USD)
Special ltens, Request for non-inventary, non-maintenance materials (By Quantity)

Request for services or to process goods like a service (Amount only). Select this option for Procurement Services
Professional Senices, Construction (when material is included with the service), and other senvices.

Review and Submit
Click on the Special Item link to
add materials or goods.

Note: Choosing Special item sets the order to be distributed by quantity. This means that when
Invoices are processed the system calculates the quantity. When the total number of invoice
guantity matches the PO quantity the order is completely fulfilled regardless of the price or
money paid.

Example 1: You set up req for gty 1 at $9,000 price. The first Invoice received is gty 1 at $5000
price. The quantity is fulfilled so the PO closes. If a second invoice is received for gty 1 at S4000
it cannot be paid against this req / PO. How do you avoid this situation?

1. Find out from the Vendor how they will invoice.

2. Select Fixed Cost Service and follow the Create Requisition for Service Instructions.
Note: Services are received via voucher approval. This is not the appropriate choice if
you need the warehouse to receive products or you want the system to track receiving
quantity.

Note: If need to add more than one
item to the requisition and one line is
for goods and the other is for service
then add the service line first.
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Favorites
-

Main Menu > eProcurement > Create Requisition
- =

Create Requisition

| workiist

| MuliChannel Console |

|E‘< 1. Define Requisition

E‘&: 2. Add ltems and Services

\& 3. Review and Submit

Add to Favorites |

Sign out

There are no lines on this request.
Please add new line in order to save this

Add lines to the requisition, specifying the information necessary to procure each item or senice

Search:

Catalog

Favorites

Templates

*Item Description:

*Price:
*Quantity:
*Category:
Vendor ID:

Vendor Hame:

0.00000

25101600 @,
0000001408 @
BEST AUTO PART! @,

Vendor ltem ID:

Mfg 1D:

OJ

Manufacturer:

Mfg Item ID:

[T send to Vendor

Add ltem

[C] Show at Receipt

Cancel

Forms || Web

‘1 Search

Category will blank out if the
value in not in the correct
range. Special Item lines

must have a code that is
under 7000000.

Add or Start New Type

2 [ Request Hew Item

Total Lines: 0
Total Amount (USD)’ 0

[T show at Voucher

Any values that have

defaulted can be overridden.

The Category Code will blank out when

it is not within the correct range. You
should receive a warning message. If
you do NOT receive a warning message
your browser settings need to be
adjusted. Please contact Olivia Rocha

for help with your browser at x6672.
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1. Enter description of materials. | —_—_———
Include the PO # in the description
if the requisition should be

Favorites | Main Menu > eProcurement > Create Reguisition
- : - -

Create Requisition processed into an existing PO. e reasest
‘E‘ 1. Define Requisition [Elr 2 Add tems and Servic 1 SUTE BT S bdd new fine in order to save this
r
Add lines to the requisition, specifying the information necessary to procure each item or senice. / )
Search: I . Search Total Lines: 0
) ) Total Amount (USD). 0
Catalog || Favorites || Templates Forms || Web

2. Enter appropriate

*Item Description: |cadiliidic Converter

Price: 20 “Currency; Uso price, quantity and Unit
*Quantity: 3 *Unit of Measure: EA N f

*Category: 25101600 @, Due Date: 09/02/2013 |[5] OT measure

Vendor ID: 0000001408 @, Suggest New Vendor
Vendor Name: BEST AUTO PART: @,
Vendor ltem ID:
Mfq ID: @,
Manufacturer: 3. Enter the earl'est
Mfq [tem ID: .
_ . possible due date.
Additional Information
Comments to be seen by Vendor fEalA I Request Hew Item
Send to Vendor [[] show at Receipt [C] show at Vouche!
Add ltem Cancel Add or Start Mew Type

4. Do not include non-taxable, non-
5. Click Add merchandise charges such as freight,
ltem environmental fees, handling fees, etc. in the
unit price. Include these charges in the
comments.

Note: Send to Vendor - Checking this box
makes the Additional Information text visible
on the printed requisition.
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3. Clle ReVIeW and Smelt Channel Console | Addto Favorites |
after all lines are entered.

Fa\rovr'rtes Main'Menu > eProcu'rement » Create Requisition
(ZiHelp
Create Requisition LLITE,
— — Description Qty UOM
||:‘ 1. Define Requisition El’é 2. Add Items and Services \& 3. Review and Submit Cadillidic Converter 3 EA
! 7Y
Add lines to the requisition, specifying the information necessary to procure each item or Syovice. ) Total Lines: ’
Search: .
| A search Total Amount (USD). 600.00
Catalog Favorites Templates Forms Web Special Request
*Item Description: [
*Price: 0.00000 *Currency: ]
*Quantity: *Unit of Measure: @, N 8
Bwsw | otice the
*Category: 25101600 @, Due Date: 5]
Vendor ID: 0000001408 | @, Suagest New Vendar Requisition
Vendor Hame: BEST AUTO PART! @, Summary has
Vendor Item 1D: b d d
Wfg ID: @, een update
Manufacturer:
Mfg Item ID:
Additional Information

(e Clreauestiew| 2. To add another line for
service click on Add or Start
DSendtoVe.ndor . [C] Show at Receipt Dsr.lowal\roucller New Type. You will need to
=" concel paderSarniiex e select Fixed Cost Service and
follow the directions in the
“Create a requisition for

1. To add another line for Services”.

goods complete the fields
and click Add Item again.
Repeat until 30 lines are
entered. Do NOT exceed
30 lines on a Requisition.
Create a new requisition
for the remaining items.
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Favorites | Main Menu > eProcurement > Create Requisition
- : - -

Create Requisition

||f‘ 1. Define Requisition Ek  2.Add items and Services

\& 3. Review and Submit

Review the details of your requisition, make any necessary changes, and submit it for approval

Business Unit:

BARTD Bay Area Rapid Transit Dist
Requester: 056623 Cabrales,Jaime D
Requisition Name: [Pans

4 /1 Cadillidic Converter BEST AUTO PARTS INC 3.0000

%5 addto Template(s)

[7] shown at Vioucher

("] Show at Receipt

Modify Line / Shipping / Accounting

n

[ Approval Justification

X Cancel reguisition

details.

Defaults

Click the arrow " to expand to view the line

Note: Line Details override values entered in Line

Page 52 of 144

| Addto Favorite

i

Requisition Summary
Description
Cadillidic Converter

Total Lines:
Total Amount (USD).




Home |

Favovrrtesﬁ MalnvMenu » eProcurement > Create Requistion

Worklist | MultiChannel Consgole | Add to Favorites |  Sign out

uisition -
- il'—lln‘ll!‘l -:l-
: Requisition El‘%: 2. Add ltems and Services \33 3. Review and Submit ‘ Description Qty UOM

sf your requisition, make any necessary changes, and submit it for approval.

|:| SF BART District
| | Jaime D Cabrales *Currency:

|Parts Priority: Medium A4

dillidic Converter BEST AUTO PARTS INC 3.0000 Each 200.00000 600.00 %@

Cadillidic Converter 3| EA

Total Lines: 1
Total Amount (USD). 600.00

Consolidate with other Reqs Override Suggested Vendor

1 Due Date: 091022013 | Quantity: 300000 Pprice: 20000000 IS
Active “Ship To: HSR Q. Modify Onetime Address

Click Line Details icon =
to add a Contract

Add Shipto Comments

|Ja\me Cabrales

Q *Liguidate by Amt v

< o 7| Note: Validate that the | 3
Ship to Location changed.

This is the detail page that

will be turned into a PO.

(&l

The value displayed or changed
on this page override any values
provided in the Line Defaults.
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Home MultiChan

Favorites - Main Menu > eProcurement > Create Requisition
= : = <

®
Create Requisition
Line Details
Line: 1 Line Status: Pending
~ Item Details
Merchandise Amt: 600.00 usD
Category: 25101600 View Hierarchy
Description: PRODUCT AND MATERIAL TRANSPORT VEHICLES
Buyer: |029232 @, Buvyer Information
Vendor. 0000001408 @, BESTAUTO PARTS INC Suggest New Vendar
Vendor Location: |O»\KL}\ND @,
Vendor's Catalog: |
Vendor ltem 1D: |
Manufacturer ID: | @, UPH ID:
Manufacturer:
Manufacturer's Item ID: | Q,
Physical Nature Goods -
CIrra Required Zero Price Indicator [Tl Amount Only
Device Tracking [ Inspection Required

Configuration Info

¥ \Nourcing Controls

Cancel

Click on arrow ' to enter
a Contract ID
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Home

Favorites Main Menu > eProcurement > Create Reguisition
- H - -

Create Requisition

Line Details

Line: 1
w Item Details

Cadillidic Converter

Line Status: Pending

Merchandise Amt:
Category:
Description:
Buyer:

Vendor:

Veendor Location:
Vendor's Catalog:
Vendor Item ID:
Manufacturer 1Dz
Manufacturer:
Manufacturer's Item ID:
Physical Nature

[Tl RFQ Required

Device Tracking
Configuration Info

600.00 usD
25101600
PRODUCT AND MATERIAL TRANSPORT VEHICLES

View Hierarchy

[029232 @, Buver Information
[0000001408 @, BEST AUTO PARTS INC Suggest New Vendor
[oAKLAND @,
| @, UPN ID:
| @,
Goods -
Zero Price Indicator [ Amount Only

] Inspection Required

Contract ID: |
Version:
Contract Line:

Category Line:

OK Cancel

Click OK

o, B GPO ID:

GPO Contract:

_

Select the appropriate
Contract. Contact the
Contract Administrator if
your contract is
unavailable for selection.
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Home | Workist | MutiChannel C

Sign out

Fa\rorrcesf Mainvl'«'lenu ¥ eProcuvrement » Create Requisition

: : .
) ) - ; ~
Attention To: [Jaime Cabrales 4dd Shipto Comments —
*Distribute By: ay v SpeedChart: G rLiquidate by Amt | | |[Description givjioM

Cadillidic Converter | 3 EA

Chartfields1 Chartfields2 Chartfield=3 Details Detailz 2 Asset Inf ti Asset Infi i E) . TotalLinzs: !

[ Chartfickis1  JeRIC e e B mEs sl S OLE Total Amount (USD): 600.00
Line Dist Type  *Location Quantity Percent Merchandise Amt GL Unit

1 Open LKS Q | 3.0000 100.0000 600.00 |BARTD

[] Select All / Deselect All Total Amount:

L LR Add to Favorites [E}, Add to Template(s) Modify Line / Shipping / Accounting m
| Comments
[ send to Vendor [ show at Receipt [ shown at Voucher [ Approval Justification M
=3 Check Budget
D@ Save & submit J@ Save & preview approvals x Cancel requisition Find more items

|

L0
|

Select Save & Preview
approvals.
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r

Favorites @ Main Menu > eProcurement > Create Requisition
- : - -

Confirmation

Requested For: Cabrales Jaime D Number of Lines: 1
Requisition Name: Parts Total Amount: 600.00 USD
Requisition ID: 0000006648

Business Unit: BARTD

Status: Open

Priority: Medium

Budget Status: Mot Checked

Operating

= Line 1:Initiated

[#]Start Mew Path
Cadillidic Conwverter

Operating (no Project)
Not Routed

Not Routed

b i dt.David A
[+ @Ca,rales.JalmeD —F— Hardt.Dal ¥

Level 1 Approver Department Managers

Submit Edit Requisition Apply Approval Changes Check Budget

View printable version Create Mew Requisition

Edit Requisition to attach
documents.
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3. Add Attachments

Home | | MultiChannel Console | Add to Favorites |

Sign out

Fa\fovrrtes MainvMenu > eProcuvrement » Create Requisition
.. =
juisition Dé; 2. Add Items and Services \& 3. Review and Submit
r requisition, make any necessary changes, and submit it for approval. Lescomion by BOM
Cadillidic Converter | 3 EA
SF BART District Total Lines: 1
Jaime D Cabrales *Currency: Total Amount (USD): 600.00
Parts Priority: Wedium v
c Converter BEST AUTO PARTS INC 3.0000 Each 200.00000 600.00 0
solidate with other Regs Override Suggested Vendor
9 Due Date: 09/02/2013 Eﬂ Quantity: 3.0000 Price: 200.00000
@ *Ship To: LKS Q. Modify Onetime Address
- Add Shipto Comments o ez o
Jaime Cabrales All requisitions are required to have at
aty v SpeedChart: Q@ “Liquidate by Amt least one attachment. Click the Comments
icon 5 under Line 1 to add all of the
tields2 Chartfields3 Deetailz Details 2 Azzet Information Asset Information 2 E) e _ege
attachments for the requisitions.
£
£

Favorites

Line Comments

Business Unit:

Requisition ID:

Use Standard Comments

Main Menu > eProcurement > Create Requisition

Requisition Date: 08/12/2013

Status: Pending

Entered On: 08/12/2013 10:59:00AM

1 =< Comments to be seen by Vendor ==

Send to Vendor
Add Attachments

OK Cancel
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[F] show at Receipt [F] show at Voucher

X

Click Add Attachments

| Workist | MultiChannel Console | AddtoFavorites | Sign out

{(2) Help
|
Descriptian Qty UOM
Cadillidic Converter 3 EA/
Line: 1

Total Lines: 1
Total Amount (USD). 600.00

L4 a

[+ (=]
L2



File Attachment

? Help

Upload  Cancel

|[ Browse.. | ﬁ Click Browse

- _
'@ File Upload - — - R (S
vl .. ¥ Procurement Forms - | g | | Search Procurement Forms pel |
Organize = Mew folder = ~ [ @
Y Favorites Name ‘ Date modified Type Size
M Desktop @ Copy of payappprocurement 3/18/2013 1:18 PM Microsoft Bxcel W... 32 KB
i & Downloads '@ Management Decision Document 1041042011 4:03 PM  Adobe Acrobat D... 147 KB
“El Recent Places @ payappprocurement 3/20/2013 718 AM  Microsoft Bxcel W... 26 KB
;3 Libraries |@ Purchase Requisition Form 9/27/201012:10 PM  Adobe Acrobat D... 75 KB
4 Libraries
15 Computer Search for your file in the
05 () . .
& appropriate directory and
a HP_RECOVERY (D) i oo
5 7-Day_Temp_ Storage (\TEMPOL\TE? select it by double clicking or
5# Information_Technology (\WGROUPD: h|gh_||ght it and click open.
B Removable Disk (H:)
L PHASE 1 (M BAPDOCSIINBAPDOCSN] :
8 BAP_share_1 (\\GROUPO100\GROUPC Note: Your file name should
¥ Applications.sys (\\APPSD1VAPPSOL) not be |onger than 60
5% Applications.data (\APPSO2\APPSD2
- characters.
# 7-Day_Temp_Storage (\WTEMPOLN\TER
5 psoft (\Vlswrpll) (W)
# Batch (NWAPPSDIVAPPSITNApplication
5® Applications.Public \WAPPSOL\APPS
Wy Web Sites on MSN
ﬁ Metwork
File npame: Purchase Requisition Form - ’AH Files v]
I Open |vl [ Cancel l
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File Attachment

? Help

|C:‘-.F’urchase Requisiton Worksheet Req3773 Oracle_dm:)|

: Upload: Cancel

T

Click Upload button to attach
the file to the requisition.

Favovntes Malnyeﬂu ¥ eProcu'rement > Create Requisition

(Z)Help
Line Comments Requisition Summary
Description
Business Unit: BARTD Requisition Date: 0812i2013 Cadillidic Converter
Requisition 1D: NEXT Status: Pending Line: 1
Total Lines:
Total Amount (USD).
‘Comments Find First &1 4 of 4 DI | ast
Use Standard Comments Entered On: 08/12/2013 10:59:004M =
1 =< Comments to be seen by Vendaor == @@

Workist | MutiChannel Console | Addto Favorites |  Sign out

aty UOM

1
600.00

Send to Vendor [F] Show at Receipt [7] Show at Voucher

Add Attachments
< Attachments

Comments are required
when attaching documents

Attached File UseriDate Time View

1 Purchase_Requisition_Worksheet_Req_3773_Oracle.pdf SJONES2013-08-12-11.17.01.510 ! View

oK Cancel

Click OK Click View to
review Check the box if the
attachment attachment needs to
be included with
documents going to
the Vendor.
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Favorites = Main Menu
Ll =

Home | klist | MuttiChannel Co

(Z)Help =
Edit Requisition
1. Define Requisition & 2. Add ltems and Services \g 3. Review and Submit |

Review the details of your requisition, make any necessary changes, and submit it for approval.
Business Unit BARTD Bay Area Rapid Transit Dist
Requester: 056633 Cabrales,Jaime D *Currency: usoD
Requisition Name: |F'arts Priority: Medium -
14 1 Cadillidic Converter BEST AUTO PARTS INC 3.0000 Each 200.00000 500.00

[ Select All i Deselect All Total Amount: §00.00 USD

§ Lk Add to Favorites | Add to Template(s) Modify Line / Shipping / Accounting | m Delete

[C] send to Vendor [C] show at Receipt [Z] shown at Voucher [Z] Approval Justification Wore Comments
=] Check Budget
[Eg Save & submit | &l saes preview approvals x Cancel Changes Find more items Add Request Document

Click to Save & Submit to route
Requisition for Approvals.

Click Save & Preview Approvals to save
without routing to approvers.
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Favorites : Main Menu
- : -

Confirmation

Requested For:

Requisition Name:

Requisition ID:

Business Unit:
Status:

Priority:
Budget Status:

Operating

Cabrales, Jaime D

Paris The requisition has been
0000006648 routed for approval when the
BARTD status is pending. Itis saved
Pending and waiting for you to submit
Medium if the status is initiated.

Mot Checked

= Line 1:Pending

Cadilidic Converter

[#]start Mew Path

Operating (no Project)

Self Approved
Cabrales laime D
Level 1 Approver
081213 - 11:24 AWM

Pending
> @ Hardt.David A

Department Managers

1
600.00 USD

View printable version
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Manage Requisitions

Create Mew Reqguisition

- Kl qore D
Line Item Description Change Request Line Re-Approval

1| Cadillidic Converter Routed for Approval

Submit Edit Requisition Apply Approval Changes Check Budget



Print a Requisition

Home | W | MultiChanne!

ENew Window (2}

Manage Requisitions
w Search Requisitions
To locate requisitions, edit the criteria below and click the Search button.

Business Unit: BARTD @, Requisition Name: [ @,

Requisition ID: 2, Request Status: All but Complete A Budget Status: hd

Date From: [#] Date To: 081212013 [5)

Requester: 057402 @, Entered By: @, PO ID: @,
Search i|i Clear

Requisitions

To view the lifespan and line items for a requisition, click the Expand triangle icon: P

To edit or perform another action on a requisition, make a selection from the Action dropdown list and click Go.
Req ID Requisition Name BU Date Status Bu 1 Total

I DDO0DDE592 TAG CR SFB79HM FY14 BARTD 07/1/2013 Pending Mot Chi'd 15,367.00 USD =Select Action= >~ Go

I* 0000006342 Caltrans Coop 4-2115-A2.. BARTD 06/18/2013 PO(s) Dispatched Valid 1,174,000.00 USD <Select Action= - Go

" 0000006329 15PN-110 CO #48 ESP BARTD 06/7/2013 PO(s) Dispatched valid -219,474.00 USD =Select Action= - Go

< 0000006224  BKF GM035 ESP WP 8 BARTD 05/28/2013 PO(s) Dispatched valid 119,029.00 UsD View Printable Version |;J

15PMIPR =Select Action=
Requester: Blackwood Vicki Entered Copy Requisition

Pre-Encumbrance Balance: Edit Requisition

5 Receive Ord
Click e,
qSE'EE‘tﬂE‘tiUn‘P - to View Printable Vi
Requisition Approvals Inventg . . . Invoice Payment
select View Printable Version
Request Lifespan:

Line Information

Customize | Find | B |

Line Description Status Price Quantity uom Vendor
BKF 6MB035 ESP WP 8 -

1 JEIPR. PO Dispatched 119,029.00000 USD 1.0000|LS BKF ENGINEERS ®
" 0000006221 BKF 6MB035 ESP WP 7 15PA BARTD  05/28/2013 PO(s) Dispatched Valid 76,431.00 USD <SelectAction= > Go
[* DO0D0DDG196 ESP 155U-130 CO#047 Pt2 BARTD  05/21/2013 PO(s) Dispatched  Valid 5,197 14 USD =Select Action= - Go
> 0OD0000G187 ESP 15SV-110 Site Resto...  BARTD  05/20/2013 Approved Valid 271,000.00 USD <Select Action= Y =y
I* 0D0D0DBOG3  PG&E ESP WA BARTD 05/02/2013 PO(s) Dispatched  Valid 10,000.00 USD =Select Action= ~ Go

GPGE-13-001...

" 0ODODDBO0E 0QAU-110, CO#024,#026  BARTD 04/24/2013 PO(s) Dispatched  Valid 1413457 UsSD <Select Action= v: Go

Do you want to print the requisition with distribution details ? (18036,11614)

Yes Mo

Yes
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Business Unit: BARTD

Requisition: 0000006224

Requisition Name: BKF 6M035 ESP WP 8
15PMPR

Requester: 057402
Requested By: Blackwood, Vicki
Entered Date: 52813

Status: PO(s) Dispatched
Currency: USD
Requisition Total: 119.029.00

Line: 1

Line Comments:

Item Description: BEF 6M6035 ESP WP 8 15PM/PR

UOM:
LS

Quantity: 1.0000

Price:
119,029.00

Line Total: 119.028.00

Line Status: PO Dispatched

<< **User Comments: BKF 6M60335 ESP WP 8 15PM/PR. Total cost is $114,760 plus fixed fee of $4,269. PM is Thomas Horton, FA is Vicki Blackwood - >>

Ship Line: 1 Ship To: LKS(NO-TAX Address: Shipping Quantity: 1.0000
Attention: Vicki Blackwood Due Date: 300 LAKESIDE DRIVE P. 0. BOX Shipping Total: 119,022.00
12688
OAKILAND CA 94604-1288 United
States
Dist Status Location Qty PCT Amount  GL Unit Account
1 Processed LE317 1.0000 100.00 119,020.00 BARTD 600130
Dept Fund
1010261 Q000
Open QTY PCBU Project Activity Open Amt
0.0000 BARTD I5PMO00 CNMGT 0.000
GL Base Amount  Currency Sequence
119.029.00 UsD o

Print from your browser. The steps to print are based on your browser settings. You should be able to
right click and select print. You may also be able to select from the menu.

Mew Tab » Bookmarks 4 ritign
¥ Mew Private Window History 3 - e
proc/v_sol ALGALELARYD L_REY ¥ Ntm
Edit » Downloads i
. l{::’j Web Slice Gallery [ | brfd91 {_| BRFI91 [ | BRFPS91 [ | Welcome to mySHPS || BRFP91 @& Moxilla Firefi
Find... .
#€ Add-ons
Save Page As... Options " Requester: 057402 Status: PO(s) Dispatched
. Requested By: Blackwood, Vicki Currency: USD
Email Link... Help 3 - N
: Entered Date: 5/28/13 Requisition Total: 119.029.00
= Print.. * | e Print. Ctrl+P
Web Developer 3 Print Preview WF 8 15FM/PR. Quantity: 1.0000 TOM: Price: Line Total: 119.029.00
Page Setup... LS 119,029.00
Full Screen Line Status: PO Dispatched
Set Up Sync...

B Exit M/PE. Total cost is $114,760 plus fixed fee of 34.269. PM is Thomas Horton, FA is Vicki Blackwood - >=
Ship Line: 1 Ship To: LKS(NO-TAX Address: Shipping Quantity: 1.0000
Attention: Vicki Blackwood Due Date: 300 LAKESIDE DRIVE P. 0. BOX Shipping Total: 119,029.00

12688
OAKLAND CA 94604-1288 United
States
Dist Status Location Qty PCT Amount GL Unit Account
1 Processed LES17 1.0000 100.00 119.025.00  BARTD 690130
Dept Fund
1010261 2000
Open QTY PCBU Project Activity Open Amt
0.0000 BARTD 15PMO00 CNMGT 0.000
GL Base Amount  Currency Sequence
119,029.00 USD 0
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Copy an Existing Requisition

Home | | MuttiChanne

Favorites ' Main Menu > eProcurement » Manage Requisitions
- - -

I New Window  (Z)t

Manage Requisitions
 Search Requisitions
To locate requisitions, edit the criteria below and click the Search button

Business Unit: BARTD @, Requisition Name: | @
Requisition ID: @, Request Status: All but Complete - Budget Status: -
Date From: 08/05/2013 5] Date To: 08/12/2012 El
Requester: @, Entered By: @, PO ID: [ @,
. Search Clear .
Requisith
To view the lifespan and line items for a requisition, click the Expand triangle icon 3
To edit or perform another action on a requisition, make a selection from the Action dropdown list and click Go
Req ID Regquisition Name BU Date Status Budget Total
I 00D0000BE48  Parts BARTD 08/12/2013 Pending Not Chikd 500.00 USD =<Select Action>
=Select Action=
I 0000006647  Cleaning Sevices BARTD  08/12/2013 Pending Mot Chicd 10,000.00 USD | Cancel Requisition
Check Budget

Copy Requisition
Edit Requisition
View Approvals
View Printable Versj
Create New Requisition Review Change Request Review Change Tracking Manage Receipts Requis;

2. Click Go.

1. Click the button ~ to
Select the action Copy
Requisition
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Home | dlist

Favorites

Main Menu

Create Requisition
2 =

Review the details of your requisition, make any necessary changes, and submit it for approval

2. Add Items and Services \g 3. Review and Submit ‘

1. Define Requisition

Business Unit: BARTD Bay Area Rapid Transit Dist
Requester: 056633 Cabrales Jaime D *Currency: uUsD
Requisition Name: ‘ Priority: Medium -
Requisition Li
P 1 Cadillidic Converter BEST AUTO PARTS INC 3.00000 Each 200.00000 600.00
[ Select All/ Deselect All Total Amount: 600.00 USD
L m —
| e Add to Favorites S Add to Template(s) a2 Modify Line / Shipping / Accounting Delete

| Mutichannel Cc

(DHelp =«

More Comments

[7] send to Vendor [T show at Receipt [T shown at Voucher DAppmva\ Justificatio)

=]
&

Check Budget

Save & submit I ) Save & preview approvals x Cancel requisition Find more iter} Request Document

You

Do NOT increase price.
may only decrease the
price. You will need to
create a requisition from
scratch if the amount
increases.

Click Save & Submit.
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| AddtoFavorites |

Sign out

Requisition Summary

Description Qty UOMm
Cadillidic Converter 3 EA|
Total Lines: 1
Total Amount (USD)- 600.00




Review Requisition Status

1. Manage Requisitions

Navigation: eProcurement > Manage Requisitions

The Manage Requisition feature provides you with the ability to review, edit, approve, or cancel
requisitions. You can view requisitions in any status. You can only edit active requisitions that have not
been sourced and do not have a status of Complete, or Canceled.

The requisitions displayed in Manage Requisitions those that you have been granted authorization to
view. To view all requisitions that you have authorization for you will need to open up the filter. To do
this clear all of the fields, change the Request Status to all but complete, and click the search button.
You can fine tune your search by entering more values into the search fields.

Page 67 of 144



Home | list | MultiChannel Cons

Favorites : Main Menu > eProcurement > Manage Requisitions
- : - =

Enter values to fine tune your search. 0New Window  (3)He
Clear fields to open the filter.

Manage Requisitions

To locate requisitions, edit the criteria below and click the Search buftee

Business Unit: BARTD @, Requisition Name: | @,
Requisition ID: @ Reguest Status: All but Complete - Budget Status: -
Date From: [l Date To: 081242013 El

Requester: 057402 QJ Entered By: QJ PO ID: QJ

Search Clear

You can sort by clicking on
the Heading.

the Expand triarg
a selection fig

Toview the lifespan a .
To edit or perform anotl CI|Ck SearCh

I+ DOOODOGS92  TAG CR SFB 79HM FY14 BARTD 07/11/2013 Pending Mot Chicd 15,367.00 UsD =Select Action= v Go

I* 0000006342 Caltrans Coop 4-2115-A2..  BARTD 06M8/2013 PO(s)Dispatched  Valid 1,174,000.00 USD =Select Action= - Co

I 0000006329 15PN-110 CO #48 ESP BARTD 06M7/2013 PO(s) Dispatched Valid -219,474.00 USD =Select Action= v GO

0000006224 BKF 6M035 ESP WP 8 BARTD  05/28/2013 PO(s) Dispatched Valid 119,029.00 UsD =Select Action= - Go
15PMIPR

BKF 6ME035 ESP WP 7 15PA BARTD  05/28/2013 POQ{s)Dispatched  Valid 76,431.00 UsD =Select Action= v | Go
ESP 155U-130 CO#047 Pt2 BARTD 05/21/2013 PO(s)Dispatched Vvalid -5197.14 USD =Select Action= v: Go

ESP 158V-110 Site Resto..  BARTD  05/20/2013 Approved Valid 271,000.00 USD =Select Action= A Go

P WA BARTD  05/02/2013 PO(s)Dispatched Valid 10,000.00 USD =Select Action= - Go
H 001

Click arrow . -
,CO#024 #026  BARTD 04/24/2013 PO(s) Dispatched Valid 14,134.57 UsD <Select Action= - Go

[ to h r
d CIO#018 BARTD  04/24/2013 PO(s)Dispatched  Valid 2,070.00 USD <Select Action= - Go

expand. - -
P A, CO#027 BARTD 0412212013 PO(s) Dispatched Valid -99,500.00 USD <Select Action= v Go
I* 0000005988 15PT-110, CO#13, Part2 BARTD 04/222013 PO(s)Dispatched  Valid -922.28 USD <Select Action> ~| co
I 0000005966 15PN-110, CO #078 BARTD 04/17/2013 PO(s)Dispatched  Valid -7,308.00 UsD <Select Action> ~| oo
I* 0000005965 45PN-110, CO#043Pat2  BARTD 04H7/2013 Canceled Valid 0.00 USD =<Seledt Action> - oo
I* 0000005964 15PN-110,CO#043 Pat2  BARTD  04/17/2013 PO(s) Dispatched Valid -41,677.00 USD =3elect Action= v Go
I* 0000005957 15PE-110, CO #070 BARTD 04/7/2013 PO(s)Dispatched  Valid 10,075.00 UsD =Select Action= - 6o

Jjavascript:hAction_winl(document.winl,'PV_REQSTAT WRK_REQ NAMES295', 0, 0, 'Requisition Name', false, true);

442 CAN TN LoD elact Actinn - Fal
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Favarites Main Menu > eProcurement > Manage Requisitions
- : - =

Manage Requisitions

Home | ist | MutiChannel Cong

EO New Window  (Z)Hi

~+ Search Requisitions

To locate requisitions, edit the criteria below and click the Search button.

Business Unit: BARTD @, Requisition Name: | @,
Requisition ID: @, Request Status: All but Complete - Budget Status: -
Date From: [+ Date To: 081212013 [
Requester: 057402 G, Entered By: @, PO ID: @

Search Clear |
Requisitions

Toview the lifespan and line items for a requisition, click the Expand triangle icon:
To edit or perform another action on a requisition, make a selection from the Action dropdown lis

Requisition Name

Header

I DDDDODES92  TAG CR SFB 79HM FY14 BARTD 07M1/2013 Pending 15,367.00 UsD =Select Action=
I 00DO00B342  Caltrans Coop 4-2115-A2..  BARTD  06/18/2013 PO(s) Dispatched Status |174,000.00 USD <Select Action= - Go
I DO0000E329  15PN-110 CO #48 ESP BARTD 06/17/2013 PO(s)Dispatched -219,474.00 USD <Select Action= - Go
~ 0000006224  BKF BMO35 ESP WP 8 BARTD 05/28/2013 PO(s) Dispatched valid 119,029.00 USD <SelectAction= | Go
15PMIPR
Requester: Blackwood Vicki Entered By: Blackwood Vicki Priority: Medium
Pre-Encumbrance Balance: 0.00 UsD
g
= E i
Reg ion Approvals Inventory Purrcl'é?_:e Re:gg:t Receiving Returns Invoice Payment
Request Lifespan:
Customize | Find | E First 4] 10f1 ] Last
Line Description Status Price Quantity vom Vendor
BKF 6MB035 ESP WP 8 ’

1 TEPTIPR. PO Dispatched 119,029.00000 1.0000 LS BKF ENGINEERS b4

I~ DO00D0E221  BKF GME03S ESP WP 7 15PA BA) 05/28/2013 PO(s) Dispatched 76,431.00 USD =SelectAction= - Go

Line Status

Icons are highlighted throughout
the lifecycle of the order. To
inquire on any of these
transactions, click on the button
for the transaction type. For
example, click on the
Approvals button to see the
Approval Status and other
information related to approvals
for the Purchase Requisition.
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Requisition Header Status

This status field displays the status across the entire procurement cycle, not just the requisition
header status. The following statuses are included:

Approved: The requisition have been approved and is ready for sourcing. For this status
to display at the header level, all lines of this requisition must be in the Approved status.
Cancelled: The requisition was entered and saved but then the entire requisition or each
requisition line was canceled. For this status to display at the header level, all lines of this
requisition must be in the Canceled status. A canceled requisition can be reopened within
a certain number of days as specified for the Purchasing business unit; otherwise, it is
closed permanently.

Complete: The requisition is marked complete after the requisition is dispatched on a PO,
the goods are received and the vendor is paid. A background process identifies the
requisitions and moves them to the complete status. Canceled requisitions and those that
are fulfilled by inventory stock are also identified as complete.

Denied: The entire requisition or each requisition line has been denied in the approval
process. For this status to display at the header level, all lines of this requisition must be
in the Denied status.

Open: The requisition has been entered and saved but not yet submitted. For this status to
display at the header level, all lines of this requisition must be in the Open status.

PO Partially Canceled: The requisition contains some lines that have been placed on
purchase orders and these purchase orders have been subsequently been canceled. For
this status to display, the purchase orders must all have the same status, Canceled. This
status indicates that some of the requisition lines have not been sourced to a purchase
order and it also indicates that none of the lines have been received or returned to vendor.
PO Partially Completed: The purchase order has been closed for some of the requisition
lines , however the requisitions are not yet closed.

PO Partially Created: The requisition contains some lines that have been sourced to an
approved purchase order. For this status to display, the purchase orders must all have the
same status, Approved. This status indicates that some of the requisition lines have not
been sourced to a purchase order and it also indicates that none of the lines have been
received or returned to vendor.

PO(s) Created: The requisition has been placed on a PO that has been approved. This
header status indicates that all lines of this requisition have been sourced to approved
purchase orders and the requisition line status is PO(s) Created. For this status to display,
the purchase orders must all have the same status, Approved.

PO(s) Cancelled: The requisition has been placed on a PO that has been subsequently
been canceled. This header status indicates that all lines of this requisition have been
sourced to canceled purchase orders and the requisition line status is PO(s) Canceled. For
this status to display, the purchase orders must all have the same status, Canceled.

PO(s) Completed: The purchase order has been closed for all of the requisition lines,
however the requisitions are not yet closed.

PO(s) Dispatched: The requisition has been placed on a purchase order and the purchase
order has been dispatched to the vendor. This header status indicates that all lines of this
requisition have been sourced to dispatched purchase orders and the requisition line status
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is PO(s) Dispatched. For this status to display, the purchase orders must all have the same
status, Dispatched.

Partially Dispatched: The requisition contains some lines that have been placed on
purchase orders and these purchase orders have been dispatched to the vendor. For this
status to display, the purchase orders must all have the same status, Dispatched. This
status indicates that some of the requisition lines have not been sourced to a purchase
order and it also indicates that none of the lines have been received or returned to vendor.
Partially Received: The requisition contains some lines that have been placed on a
purchase order, the purchase order has been dispatched to the vendor, and the goods have
been fully or partially received. This status indicates that some of the requisition lines
have not been received.

Pending: The requisition has been submitted and is awaiting approval. This header status
indicates that all lines of this requisition have the line status of Pending.

Received: The requisition has been placed on a purchase order, the purchase order has
been dispatched to the vendor, and the goods have been fully received. For this status to
display at the header level, all lines of this requisition must be in the Received status.

See Lines: The lines of this requisition are in various stages of the approval process and
the lines have different statuses (i.e. pending, approved, denied, and so on); however,
none of the lines have been sourced to a purchase order.
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Requisition Line Status

Displays the status of the requisition line. The statuses include:

2.

Approved: The requisition line has completed workflow approval and is
approved. The line is ready for sourcing.

Cancelled: The requisition line was entered and saved but then canceled. A
canceled requisition line can be reopened within a certain number of days as
specified for the Purchasing business unit; otherwise, it is closed permanently.
Complete: The requisition line is marked complete after the line is dispatched
on a PO, the goods are received and the vendor is paid. A background process
identifies the requisition lines and moves them to the complete status. Canceled
requisition lines and those that are fulfilled by inventory stock are also
identified as complete.

Denied: The requisition line has been denied in the approval process.

Open: The requisition line has been entered and saved but not yet submitted.
PO(s) Created: The requisition line has been placed on a PO that has been
approved.

PO(s) Canceled: The requisition line has been placed on a PO that has been
subsequently been canceled.

PO(s) Dispatched: The requisition line has been placed on a purchase order and
the purchase order has been dispatched to the vendor.

Pending: The requisition line has been submitted and is awaiting approval.
Received: The requisition line has been placed on a purchase order, the
purchase order has been dispatched to the vendor, and the goods have been fully
received.

Document Status

Document status is a way to review what transactions are linked to the Requisition.

Navigation: Main Menu > Purchasing > Requisitions > Review Requisition Information > Document

Status
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r

Favorites | Main Menu > Purchasing > Reguisitions » Review Requisition Information >

Requisition Document Status

Enter any information you have and click Search. Leave fields blank for a list of all values.

Limit the number of results to (up to 300) 300

Business Unit: = - BARTD @,
Requisition 1D: begins with » |0000006648
Requisition Status: = - -
Requisition Date: = - [#]
Origin: begins with - @,
Requester: begins with - @,
Description: begins with -
[ case sensitive

Search Clear |Basic Search G Save Search Criteria
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Fa\rnvrites Main‘r'\ﬂenu ® Purcllasing 3 Requi'S'rtiDns > Review Requis'rt_inn Information > Document Status

Document Status

Business Unit: BARTD Req ID:
Document Date: 08M12/2013 Status: Pending
Currency: usD Document Type: Requisition
Requester: Cabrales Jaime D Merchandise Amt: 600.00
Budget Status: Mot Budget Checked

=0 4 o

Document Type DOC 1D Status Document Date Location

Mo Documents

.\_l-“ Return to Search Previous in List + | MNextin List

3. Inquire on Requisition
Navigation: Main Menu > Purchasing > Requisitions > Review Requisition Information > Requisitions

r
I BART
Favu:uvrites Main vMenu ¥ Purcllasing ¥ Requigitions » Review Requis'rt'ion Information > Requisitions
Requisition Inquiry
Business Unit: BARTD @,
Requisition 1D: &, To Req: @
Requisition Name: @,
Req Status: @, Origin: @,
Requester: 56633 OJ
Requester Name: @,
Requisition Date: [ To: [z
Vendor SetiD: BARTD Vendor Lookup
Vendor ID: @, Vendor Details Vendor Name: @,
Item SetlD: BARTD Item ID: &,
Item Description: = I Direct Ship
Department: @,
Ok Cancel
Click OK.
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Home | Worklist

Favorites | Main Menu > Purchasing » Requisitions » Review Requisition Information » Requisitions

Requisitions
=N 4] ) ]
Status =M
Unit Requisition Requisition Name HEL DT Requester Req Date Total Amt
Status
BARTD H11006 H11006 Complete Cabrales, Jaime D  07/01/2010 15,987.00 USD
. Pending .
BARTD 0000006648 Parts Approval Cabrales Jaime D | 08M2/2013 600.00 USD
- - ) Pending ;
BARTD 0000006647 Cleaning Sevices Approval Cabrales, Jaime D |08M12/2013 10,000.00 USD
CO for
BARTD 0000003567 POBM3085-Seat  Approved Cabrales,Jaime D |05/09/2012 100,000.00 USD
Cleaning
BARTD 0000002245 Select the Cabrales, Jaime D 10/19/2011 30,000.00 USD
Requisition you
BARTD 0000001512 want to review Cabrales, Jaime D 06/29/2011 4 586,262.70 USD
Search
=] notify
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Home forklis MultiChannel Conzole | Add to Favorites | Sign out

Favorites | Main Menu > Purchasing > Requisitions > Review Reguisition Information : Requisitions

LElr-Jew Window 7 Help .L,/Pers-:nnalize Fage n@, hitp

BARTD Req ID: 0000003567
Jaime D Cabrales

05/08/2012 Merchandise Amount: 100,000.00 USD

Approved Pre-Encumbrance Balance: 0060 6E usD

E | L 13

Description Vendor ID Hame Req Qty UOM Merchandise Amt Arg:;m
MNATIOMAL g
Transit Vehicle Seat cleaning 0000009646  TRANSIT 1.0000 Sum 100,000.00 USD ES]
INTERIORS
Click ™ to view
schedule
L3 . o *
information
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Fa\'DvFItES MalnvMenu B PUI’ChvBSIHg > Requgrtlons > Review Requlsrgon Information > Requisttions

Schedule Details

Business Unit: BARTD ReqlD:
Sched Status Due Date Ship To
1 Active 06/30/2012 HER

Ship To Commenis

Return

0000003567

Line:

One Time Addr

Home | Workist | MutiChannelConscle | AddtoFavorites | Sign out

I New Window 7 Help .;./Pers-:nnalize Page h@, hitp
B o
Price Req Oty [LEeiTITEE Revision

Amt

100,000.00000 1.0000 100,000.00 USD x

£k4

Click ' to view
Chartfields
(Account, Fund,
Dept, Project,
Activity)

Page 77 of 144



Favorites
-

Distribution Information

Business Unit:

More
Distrib Status

1 Processed
Return

Page 78 of 144

Asszet Information

BARTD ReqlD:

Location

LKS

Budget Information

0000003567 Line:

Req Qty

1.0000

Merchandise

1

100,000.00USD

Main Menu > Purchasing > Requisitions > Rewview Requisition Information > Requisitions

Sched Num:

B | i

GL Unit

BARTD

Home

11

Worklist

Dept

0803

MultiChannel Console |

Nindow

? Help

Add to Favorites

,;,/ Personalize Page

Sign out

=]

Bl nhitp



CREATE A RECEIPT

Non-Inventory items are received by Requesters in Oracle / PeopleSoft. Inventory items are received by
the warehouse in Maximo.

1. Receive Non-Inventory Items.
Navigation: Main Menu > eProcurement > Receive Items

K.GBL?FolderPath=POR ¢ || @~ Askcom Search Pl ¥ &

Web Slice Gallery i brfd91 i BRFI91 | Add/Update POs (| BRFPS91 [ Document Status i BRFP91 » [ Bookmarks

Favorites - Main Menu > eProcurement > Receive Items
A - -

& New Window (Z)Help [ Customize Page fntp =

Receive Items

Click Receive

You have 40 lines open for receiving Selected
Receive Selected and button
B ) Purchase Order Details
- |
i ReqBU  Requisition Item Description iy Acceptedfo |\ shipTo  AttentionTo | Vendor

Qty/Amt Date

m

KITWINDSCREEN AND

D BARTD  MX10019195 VERTICAL HANDRAILKIT C1.MD |170 47 KT HSR Kirtland Smith  BENTECH IN-001
B;

[[] BARTD  Mx10018211 13 0 RO HSR Kirtland §mith |JUST TAPE-001
RS&S PTU TCU DDU, PTU software HSR NO F
[[] |BARTD Sofware change  modficafion 1 0 LS TAX Rodney Lim | QUEST RAL-001

[} BARTD  MX10018361 40 EA  HSR  Kirfland Smith KR ANDERS0-001
Hadlock Liners  BART A/ GAR INTERIOR LINER
L O|ear | Soe00 RO 158 49 EA  HSR  KitSmith HADLOCK PL-001
ReplacementPO  Door, pocket. horizontal & vertical i H
BARTD s S 140 137 EA  HSR  ksmith BENTECH IN-001
0 or Stone E‘ﬂﬁ‘f"—Elf@E%‘fé{g&agﬁz 281“591’053‘?@ 10 0 EA |HSR  danielCheng |VAPOR STON-001
DAPTER CARSETS
[ |BART A 1. 100 108 EA  HSR  Kirland Smith |SEDIAINC-001
Select Line H
rexd to Receive 10453 Solenoid |4, 0 EA  |HSR  Severo VAPOR STON-001
— Cushinn and cousr S81 S€18 of cushions bottoms and <
x Find: Next ¥ Previous & Highlight all [ Match case f
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JE:} Receive tems
€ @ Imlap05v.adm.bart.

2 Most Visited @ Getting
r

Favorites

Receive Items

New Receipt

‘Save Receipt

Add New Receipt

x  Find:

.gov:6600/psp/BRFPS91/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_RECV_TSFR_WK.GBL?FolderPath=POR

Main Menu > eProcurement > Receive Items

*Business Unit: BARTD @,

Receipt Status: Open
*Received Date: 047302013 [ Add Header Comments Reiect Shipment

Received B Accept
Line Item Id Item Description Quantity uom Quantity Details Receipt PO
1 Door, pocket, horizonta 140.0000 By [EA [@, 140.0000 B o (@]

Started ] Suggested Sites Add/Update POs i_| BRFPS91

| Sign out

Workist |  Add to Favorites

Home

(Optional) Click to enter
shipping comments.

I New Window (Z)Help [ Customize Page [ hitp

Customize | Find | View Al

Inguire Receipts

Enter the
received
guantity.

Next Previous & Highlight all D Match case
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Favorites - Main Menu > eProcurement > Receive Items

Receipt Header Comments
Business Unit: BARTD
Receipt Status: Open

I -nudnu&m
Use Standard Comments Entered On: 04/30/2013 10:34:41AW #HE=
1 add shipping information
Enter
| comments.
Attachment: Altach Wiew Delete
UseriDate Time:
0K Cancel
| Click OK
x  Find: Next Previous & Highlight all ] Match case

2 Most Visited @ Getting Started a Suggested Sites {_| Web Slice Gallery { brfd91 {_{ BRFI91 {_] Add/Update POs [ BRFPS91 [} Document Status {| BRFP91
=

[FFrefox - -— - )
J pRecensitams | +  ——e e
[ € | @ Imlap05v.ad n.bart.gov.6600/psp JEN

@~ Askcom Search Pl ¥ &

» [ Bookmarks

(& New Window (Z)Help [ Customize Page 3 htip
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Favorites  Main Menu

Receive Items
New Receipt
*Business Unit:
Receipt Status:

*Received Date:

mlap05v.adm.bart.gov.t

> eProcurement >

BARTD @,

Open

04/3012013 5]

Receive Ttems

Add Header Comments

EET=)

FolderPath=POR C' || @~ Askcom Search

[2) Most Visited @ Getting Started Ll Suggested Sites [ Web Slice Gallery (] brfd91 [} BRFI91 | Add/Update POs [ BRFPS91 [} Document Status | BRFP91
-

(0 New Window @ Help

Reject Shipment

| | Receipt Li
Received B Accept

Line Item Id Itemn Description Quantity uom Quantity Details Receipt PO

1 Door, pocket, horizonta 140.0000 gy [EA |@, 140.0000 (] (@]

‘ Save Receipt

Inguire Receipts

| % Find: | Match case

Next

Previous &' Highlight al

P+ #
» [ Bookmarks

[& Customize Page [ hitp
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2. Receive for another Requester
Navigation: Main Menu > Purchasing > Receipts > Add/Update Receipts

Favorites | Main Menu > Purchasing > Receipts > Add/Update Receipts

Receiving

Eind an Existing Value
Business Unit: |BARTD @,
Receipt Humber: [EXT

PO Receipt

Add

Find an Existi jew Value

Click Add
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| workist | MutiChann

Favorites = Main Menu > Purchasing > Receipts > Add/Update Receipts

20 New Windo

Select Purchase Order

PO Unit: BARTD @, Days +/- Today: 30
10 0000009291 @, Start Date: 071312013 [
Line | Schedule: End Date: 0911112013 El
Release: Vendor Name: a Vendor Lookup
Item ID: @
ship To: Enter the PO ID @
Ship Via: em ID: LY
Retrieve Open PO Schedules
Search . _ -
) No Order Qty @ Ordered Qty ) PO Remaining Qty
0K Cancel Refresh

Click Search

You may need to clear fields in
filter to open the PO search. For
example, delete the Ship to
Location or change the Start
Date.
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| Add/Update Receipts

€ @ fz-ped sdrmbarLgev pse/ BRFPOLEMPLOYEE/ERP/e/MAMAGE_SHIPMENTSRECY POGEL FolderPath=PORTAL ROGT O & | @ Askeom Seavch
5 Most Visited @ Getting S1arted ] Suggested Sites [ Web Slice Gallery || brid91 || BRFI91 || Add/Update POs || BRFPS01 ] Document Status || &

FEM':I-'IIS Il.l‘l_-l_ilﬂu * P\.!d:ﬂl] il ﬂ.lD!ﬂ'II ¥ AddiUpdate Recepts

0 Hew Window  (F)

Select Purchase Order

PO Unit: BARTD @ Drys + 1. Teday:

0 COO00EER 4 sanDete: C

Ling | Schedule: I End Date: I}

Fiebeasnes Vendor Kame: A veedorlnobm

Rem I &, Vendor Hem I0x &

Ship Tax a, Manufacsurer s a
Fhip Wi 4, Manufactuners iem iCx a4,

¥] Retriove Open PO Schedeies
—
Mo Order Oty Ordured Oty @ PO Bemaining Oty

Sel  POUNE PO Line  Sched  Release Due Date PO Gy m’:‘; hem Description
BARTD | 00DODOR2ET 1 1 QRO 10,0000 1037ETE PALLET GRID: §4 INCH_ P
o
Selectthe PO to Receive
Ok Cancel  Ralresh

¥
I
}
| Click OK

= Find: ¥ Next ¥ Previcus »° Highlight ail ] Matgh case
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[ AddUpdate Receipts

# & fs-prd.adm bart.gow/ psp/BRFPS

ERP/C/MANAGE SHIPMENTS.REC

\ E *BELTFolderPath=PORTAL ROOT O C | | @ Askcom Search
E Most Visited .Gemrig Started £1 Suggested Sites | Web Slice Gallery | brid%1 | BRFIS1 || Add/Update POs | BRFPS91 | | Document Status | | BRFPS1

lant

Favortas | Man Menu » Purchasng > Recepts © ASdUpdate Recaipts

0 M Winakow 7 Hedp .ﬁ Cuglom
Maintain R‘C.iEH

Receiving
Business Unit: BARTD: Recepl Siatus: Open »
Fapcaipt I0: HEXT Actnitied
Hepde Dstang
Salacs Purchase Ordes C3rae Sho Al Lings: Print Dlivery Repor Run PO Riceist Actresl

LIRS ocw Detsin | Lok god Sl | pemiNdgDets | Optensingst || Source nfmeten TR

Line Hem Descriglion Reeipt Oty m" m M“;_: Simius csm' Serial ?:D: ;’;"‘

1 W 0arers B a [EA @ 3850000 100000 Open Ex @ b4
inlarface Feceips Ul Run ciose short Iedaes g el I T o0

o Save 7 osty S Retresh

_whdd | Updatellmslay

Enter the
Receive Qty.

Save

JavascriptsubmitAction_winl{dooumentwind, RECY_LN_SHIP§tab0507:
= Find:

Mext ¥ Previous »° Highlight ail ] Matgh case
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B I e —

barLgey, pis

= @ s 1/EMPLOYEE/ERP e/ MANASGE SHIPME
& Most Visited @ Getting Started £l Suggested

EE/E RECV_PO.GBL FalderPath=PORTAL ROOT_O4 C | [~ Askcom Search S B
Sites © | Web Slice Gallery © ! brid91 [} BRFAIS1 [ Add/Update POs | | BRFPSS1 [ | Document Status || BREPS1 » [ Bookmarks

Farpites  Man Menw @ Puschang

Recgiots » AddfUpdate Receiots

SOhew Window (F)Help  [§ Customize Fag

Lo
Maintain RItIiE
Receiving

Business Unit: BARTD
Resceipt ilx

Heceipd Stabws: Fully Received 3¢

A e s

Unks god Sistes | fem/MigOsts | Delosiibpet || Gowce nioomeion | [TH

Line Hem [—— P I::" :;:"‘1 ""m Statun E::': Secial ‘:‘I‘:’: z:;‘."
1 W t037ET6 2 EA @ 350000 100000 Receved I EA @ b o
Inlerface Receipt 7] Run Ciorse Shon Al AR At
il Geve < bosty o} Aedesh Ledd | Updated gy
= Find: Mext ¥ Prewious »° Highlight all Match case
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3. Cancel a Receipt in eProcurement
Favovﬂtes MainvMenu ¥ eProcu'rement > Manage Requisitions

I New Window (2
Manage Requisitions

To locate requisitions, editthe criteria below and click the Search button.

Business Unit: BARTD @, Requisition Name: ‘ @,
Requisition 1D: 2, Request Status: All but Complete - Budget Status: A
Date From: [ Date To: 081272013 [

Requester: 056701 @, Entered By: @, PO ID: @,
| seach | Clear |

Requisitions

To view the lifespan and line items for a requisition, click the Expand triangle icon:
To edit or perform another action on a requisition, make a selection from the Action dropdown list and click Go.

Darmizition Hame

[* 0000006451 Searc_h _fpr the Valid 2000000 USD <SelectAction= ~| Go ]
I 000000450  CIO tridecs fy14 ReqU|5|t|_on that Valid 15,000.00 USD <SelectAction= +| e |
P 0D00D0B449 IO swiger for fy14 BAR W6:S received. valid 33,000.00 USD <Select Acfion= +| o |

Click Search. _ :
I 0D0000B448 IO safety Keen fy 14 BAR valid 39,600.00 USD <SelectAction= | G0 |
I* 0000006447 CjO rochester Midlandfy14  BARTD 06/28/2013 PO(s)Dispatched  Valid 6,500.00 USD <SelectAction= ~| Go :|
r 06/28/2013 PO(s) Dispatched  Valid 36,000.00 USD =Select Action= [ e |
I 000000 Click P~ to 06/28/2013 PO(s)Dispaiched  Valid 94,719.00 USD <SelectAction= ~[ e |
> 0000006444 eXpand 06/28/2013 PO(s)Dispatched  Valid 95,000.00 USD <Select Action= +[ e |
I* 0000006443 Requisition 06/28/2013 PO(s)Dispatched  Valid 92,410.00 UsD <SelectAction= M
M 0000006442 informatinn 06/28/2013 Approved valid 20,000.00 USD =Select Action= +| o |
I+ MX10025072 MX10025072 BARTD 06/27/2013 PO(s)Dispatched valid 2472000 USD =<SelectAction= | @o ]
I* 0000006427  Non Inventory BARTD 06/27/2013 Canceled Valid 0.00 UsD <Select Action= ~| Go ]
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| Manage Requisitions

€ @ imlapdsv adm . bartgov.o6
& Most Visited @ Getting Started Kl Suggested Sites | © Web Slice Gallery * | brfd91
i

STATUS.GEL?FolderPath « X

' BRF91 | | Add/Update POs | | BRFPS91 _ | Document Status - | |

C | @~ Askcom Searct

PSOL/EMPLOYEE/ERP/C/PV MAIN MENU.P

Faw-ru: Ohn!unu 2 eﬁoa{«nem > Manage Requstions

S0 New Window () He

Manage Requisitions
Tolocate requisitions, @08 the crenia delow and ckck the Search bution
Business Unit: BARTD A, Roquisition Name: Q
Requisition I0x 4, Request Status: Receved v Budget States: -
Date From: W Date Toc ICY
Requester: 056701 &, Entered By @ PO Q
Search Clear

To view the Mespan and ine ilems 100 8 requisibon, click the Expand fiangle ion
TO Qi of PAITorm ANGME: SCHON ON 3 reQUISBOA. MAKe 3 SH/ECHon Fom the ACSon SropEown kst and ciick Go

Dt Stan

P 0000005442  ORY MOD TENT DOCR BARTD 01242013 Receved Vaba S b

P 000005392  MID 625 tool ikt BARTD 01142013 Recewved vaig 1

Click Receiving =

4
& 228

P Q0020210 MX10020210 BARTD 01102013 Receved Valic 1
0000008373  Sealand Cortainec fot OOY BARTD 011102013 Recenved vaia Lmk ik
Requester: Kirgand Smith Entered By: Kirtlang Smith Prionty: Megum
Pre-Encumbrance Balance: 000 USD
: 7 =
& & ! 3
Bequason Acoeoaan Frveatocy Request Setees Retwrra Paymert
Request Lifespan:
e Quateonce | End | 2217 e K g qora O
Line Description Status Price Quantity voM Vendor
1 0 Gerpede 4 Received 3.500.00000 USD 10000 EA
2 6 1o up goor on side Recetved 57500000 USD 10000 EA
3 ical pack Achh Recehed £50.00000 LSO 1.0000 EA
H removal and Gelveary Receved 27500000 USD 10000 EA
P EX10010827  MX10010627 BARTD 121192012 Recened Vatig 80.026.00 USD <Select Acon> v Go
P 10010548  MX10019544 BARTD 12052012 Receved vaile 801000 USD <Sehect Adion> v .Go
I Q00051 LKS 1406 ofice Sumiture BARTD 12042012 Recetved Valid 6,748.10 USD <Seledt Action> v  Go
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Manage Requisitions +
€ 3

- —— —

m.bargov.6600/psp/BRFPS1/EMPLOYEE/E

F)ID:[“ Man .Ncno

eProcurement Kanage Regustions

|18 Most Visited @ Getting Started Kl Suggested Sites | | Web Slice Gallery  brf91

BRFI91

Manage Receipts
Show Status: Regersibon Name:
RecoveaOpen v Search Ciear
Recepts P 1 TR b R T T
L
Requisition Recept 10 Recv Date Mo Recerned Status
Quanoey
Sen naConunarit 0000001508 OM122013 00009467 40000 Recened [ & X
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Add/Update POs

BRFPS91

Click X to cancel
Receipt

- Document Status



Manage Requisitions o
£ | B Imlap0ie.adm bangoy

| = Most Visited @ Getting Started £l Suggested Sites || Web Slice Gallery || briddl

Freorfes  Han Menu eProcurement © Manage Regustions

Cancel Receipt 0000001547 Click Yes

Cantel FROBpl CBRNDT B Tirvilasd A Yol & 350 10 Cahibl Mg feoHpt?

es | o
Recenved Date: (A0
ReCHpt Ssmmary Camtamize | Fed 1= 1% rent Bl qorg 10 Lae
Recaivad Azrepst PO
Hem Demcriphon W (Lt w Wumsar Cuper Dade Ship To

Changs order fod Srat i s
1 opbon FY13 per MDD for 10000 LS 10000 su31B4 OTESEOAZ ST
conirad BN 184 Lo

| BRFI91

| AddfUpdate
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4. Cancel a Receipt in Purchasing

Addto
Favorites = Main Menu > Purchasing > Receipts > Add/Update Receipts

Select Purchase Order

Close Short All Lines

Print Delivery Report

Run PO Receipt Accrual
First K1 1011 I Last
More Details | Links and Status || fem/MfgData | Optionallnput | Source Information
: : Recv Receipt Accept Close Device  Stock
Line item Description Receipt Qty Tre T Gy Status o Serial = |
1 FE‘. 1037876 PALLET BRAKE GRID, 84 INCH. P (10.0000 % EA G, 3850000 10.0000 Received D EA G x
D\nlerface Receipt DRun Close Short

Interface Asset Information
[F save [ wotity | [ Refresh |

[Chaca | 7] updatemisplay

x Find:

MNext Previous & Highlight all D Match case

(G New Window  (Z) Help [/,Cusmm\zeF’ag| Saved |
Maintain Receipts h }
Receiving
Business Unit: BARTD Receipt Status: Fully Received ¢ CIle REd X to Cancel entire
Receipt ID: 0000001559 Add Header Comments Aclivities receipt
Header Details Document Status

» [ Bookmarks

Sign out
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{1 BRFI91 [} Add/Update POs [ BRFPS91 [ Document Status .| BRFP91

Favovntes Ma'n'Menu » Purdlmng > Recgms » Add/Update Receipts

Message

Canceling Receipt cannot be reversed. Do you wish to continue? (10300,33)

Click Yes to cancel receipt.

% Find: ¥ Next ¥ Previous & Highlight all Match case
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(TR T T W e

dd/Update Receipts | + L e

('7 & fs-prd.adm.bart.gov/psp/BRFPS1/EMPLOYEE/ERP/c/MANAGE_SHIPMENTS.RECV_PO.GBL?FolderPath=PORTAL ROOT_OI C || @~ Askcom Search P ¥

2 Most Visited @ Getting Started [l Suggested Sites [ Web Slice Gallery {! brfd91 (] BRFI91 {] Add/Update POs {"| BRFPS91 {_| Document Status { | BRFP91 » [ Bookmarks
L

Home | | MultiChannel Console | AddtoFavorites |

Favovntes MalﬂvMenu > Puvcllas\ng > Receipts > Add/Update Receipts

(I New Window (Z)Help  [&’ Customize F’ag| S
Maintain Receipts

Receiving
Business Unit: BARTD Receipt Status: Canceled
Receipt ID: 0000001559 Add Header Comments Activities
Header Details Document Status
» Header
Select Purchase Order Close Short All Lines Print Delivery Report Run PO Receipt Accrual
Customize | Find | View 41| H First K1 1011 I Last
More Details || Links and Status || ftem/MfgData || Optionalinput |~ Source Information
. - . Recv Accept Close . Device
Line Item Description Receipt Qty uomM Receipt Price aty Status Short Serial Track Stock UOM
1 1037876 PALLET BRAKE GRID, 84 INCH, P By EA 38.50000 Canceled EA
Interface Receipt Run Close Short Interface Asset Infarmation
Save | =] Notify & Refresh Ehadd.| 4| UpdateDisplay
f
x  Find: Next Previous & Highlight all [} Match case
L

CANCEL A REQUISITION

1. Cancel the entire Requisition

Navigation: eProcurement > Manage Requisitions

Search for your requisition.
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' . M i
o Manage Requisitions F
| * 3 pl5v.adm bartgow:

& Most Visited @ Getting Staned L] Suggested Sites [ | Web Slice Gallery [ | befd0l |
-

Faias  Main Maha Wll‘bﬂlliﬂ'l'ﬂl o ManaQe Requshong

- BRFI9] . AddUpdate PO .. BRFPSI] . Document Statug .. BRFPIL

TiHep [ Cusiemize Pa 5

Manage Requisitions

Tevlocabi pequisiions, $0 e oriteria below mnd click e Seasch Buion

Busness Unit: BARTD 4, Aequesition Hame:

Mg sfon I QOO0 A, Reguesi Siatue Al Bl Coenpl it - Budget $tatus:

Dt From: w Date Toe "

Risipzaalionr d, Emtered By: a4, PO =)

Saancn Clise
Towbiw T Medpan 30d g Bems fof 3 requs Bon. etk he Egand MNasgie ikon
T o o perioom anoTier 30N o0 3 NEqUESRoN, Maks 3 SHechon nom T ADON Sropdown ksl and dick Go
3 SRODODEITD  insk BARTD  O4MTE013 Approved Wald 000 USh Seed Acioas - G
Cmate Hew Reouisgon Bty Chanas Regues| Bty Chanas Tredong Mg ] Begarag

Clickthe button to select
the Cancel Requisition
Action

Page 95 of 144



S I - e

§f - Manage Requisitions l*_
| € 2 ) i bartgov 3 PV MA c o i PERRE

BRFPS91

] & Most Visited @ Getting Started Kl Suggested Sites | Web Slice Gallery | brfd91 | BRFB1 | Add/Update POs Document Status - - BRFPIL
-

h:o:lu Man :lc.‘w wzo(ulwwz Manage Regustons

5 New " Melp teemize Page 3

Manage Requisitions
>, c| O ai N {

To 10Cat8 reuiptions, 40 e CReny Selow and Ciick T Search tuticn

Business Unit: <, Requisitos Name: 4,

Reguismon I % Request Statys: Al Butt Comptle 4 Budget Status =

Date From: W Oste Tx "

Heguestor: 4, Entered By: & PO A

Search Cloar

¥ w e Mespan and ke Bems for 3 requ
T2 00k of PAMIoem ANOMAr HCBON N 3 MGUISRON

elest BARTD 0472013 Approved Vabd 0.00 USO Cancel Requistien

NS Ge
i ClickGo

Creale New Reguipdon
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o] — - M il
|| - Manage Requisitions l +h - =
| € 2 im bart.gov. M MAIN_MEN REQ \ C @ Ask p

Web Slice Gallery | brfd91 BRFI91 | ' Add/Update POs . | BRFPS91 Document Status - BRFPI1 »Ba

& Most Visited @ Getting Started K Suggested Sites

Favorkes  Man Menu eProcurement Manage Requistions

Requisition Details for: Sarah
Busness Vet BARTD Date: 041172013
Requisition Name: Status Agpeoved
Requisttion i 2 Totat 0.0 SO
[ Lime Dot "
Line tem Descrigtion Sistus Price Qty Totsd
1 gyustes Canceled 10¢ h 1.0000 1
Re2atn o Manage Reauaition . Cancei Requisfion
i Click Cancel Requisition
| button
|
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e ——— e . M ke
{| - Manage Requisitions Eb

|| € & imlap0Sv.adm bartgows600/psp/BRFPSYL/EMPLOYEE/ERF V_MAIN_MENLLPY_REQ STATUS.GEL C | @~ Askcom Search £
|8 Maost Visited @ Gaetting Started £ Suggested w0

Favertes  ManMesw > eProturement > Manags Requistions

Sites || Web Slice Gallery | brfd®1 | © BRAS1 | Add/Update POs __ BRFPSS1 || Document Status ° BRFP91

_T Faw Windew  (#iHelp  [F Customice Pag

Manage Requisitions

~ Saarch Regeisitions
To locaby requismons, ol T crilena below and cick e Search Butien
Business Unit BARTD A, Roegusition Hame: @
Requiston 0 R00005AZ2 A, Baquest States: All 2t Comgiats - Bedget Seatus: -
Dt Frome " Dabe Tee m
Rpquaste A, Entered By =) P i =
Saach (=120

To view B llespan and line fems for a reguisiion, dick Tw Expand fiangle icon
To el of peddodm another achion on 3 reQuisiBon, make a seledion Fom e Aon dropaown lis! and dick Go.

! OO00OSHIE  neat BARTD  04M72013 Canceles ol Chica 000 Usn <Seled Acdion=> T G
Craaie Mew Rpguigiion Bt Chaeoh Regoeil Boisdew Chancs Tracking Mingoe Fecnics = Asystem ij will run the
budget check process.
Afterbudgetcheckis

complete with a valid
statusthe moneyis
returned tothe pre-
encumbrance budget.
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2. Cancel a Requisition Line
—— — . W oo
T‘I Manage Reguisitiond

| & B imiag i AL V )
15 Most Visited @ Getting Started L] Suggested Sites [ Web Slice Gallery [ bria91 [ BRF91 [ Add/Update POs [ BRFPS91 || Dooumen Status | BRFPIL = 0 Bookrmy

C| &= Ak A

Manage Requsions

Fh‘ﬂ-!lﬁ B l‘lfb.l m.'mﬂl

Enter
Requisition 1D

Manage Requisitions
[

PukiSadd Usi BARTD :

Haquisiion IC: SO0000ART2 A Request Su RN 0t Camnplite - Hudget Slates:

Dt  farre W Date T W

Requesier 4, Estered By @, PO &,

Click Search

To s T Mk L 0 el B 150 3 TRGuERS
To 230 oF parform BNoMer kS5 on B MeguiiBen

] BARTD 0424001 Pandng sl Cmie'a 15000 USD *Swled Aokons - ey q
BARTD  D4ATE013 Pendng Hsl Crie's 1000 LSh <Selec Adons v |G
BARTD  DAATIZ013 Approved Valld V3000 USE “Selct Aot - G
R Flisdes & a Uanage Reos Bau n R

Click the
arrow [ to
expand.
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(G w—
4‘ Manage Requisitions
| € 3 im

Favortes

Man _Nenu Qofb(b:mf

Manage Requstons

Manage Requisitions

To Jocale tequisitions, edit the crilena Below and click the Search Sulion
Business Unit: BARTD 4, Requisition Name:

Requismon 10: 0000005022 A, Request States:

Dato From: [ Date To:

Reguestor: 4, Entered By:
Search

Clex

|8 Most Visited @ Getting Started L Suggested Sites || Web Slice Gallery | brfd91

o vew the Mespan and ine loms ¢ 3 requaiton, click the Expand Sangie icon

All byt Complete

ot Budget Statys:
w
X PO 0;

T 0GR Of LAMONM NCMNAT JCHON ON X MEGUISRON. MaKe 3 SHACION KoM e ACSON OPCown Bt 500 Ak GO

. BRA91 | Add/Update POs _ BRFPS91 | Document Status | . BRFPIL

y o S
pr— "
bartgov 6600/ psp/BRFPSIL/EMPLO ERP/c/F I e

¢ | @~ Atkcom Search Pl *

» 3 Bookmr

. 0000005324 BARTD 042472013 Pending Mot Chicd 10000 USD <Stlect Actons v G
0000005023 BARTO  OW1772013 Penang 10000 LSD <Select Acion> v Ge
Q000003022 etest BARTD Q172013 Approved Vaha 10000 USD <Select Action» - Go
Regquester: Blatiwood Enteved By: Sarah Priomy. Medaum
Pre-Encumbraace Balance: 000 USD
* a8 o 7
—J & i Crange &, 4
Sequnten Freentory Orders R Recenng Returra
Roquest Lidespan:

Status

Apptoved

Savew Change Hequed
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. Manage Requisitions
.‘" @ ImiapdSv adm.bartgov5600/psp/BRFPSIL/EMPLOYEE/ERP/¢/PV_MAIN MENUPV REQ STATUS.GEL 7 v & L@~ Askcom Search
& Most Visited @ Getting Started K Suggested Sites | Web Slice Gallery | | brfd91 | BRA91 | | Add/Update POs | BRFPS91 { | Document Status © | BRFP91

Fu;ca mym-m;«rmx:wm

Ao YOU S50 yOu wanl 15 cancel 0000005022 regusnon ine 1 7 (18004,2206)
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R w— - - =i
jj | Manage Requisitions b
|l & & ma r bart.gov:6600/ s/ BRFPSIL/EMPLOYEE /ERFYc/PY_MAIN_MENUFY_REQ) STATUSGE & | (@~ Askcom Search
vaﬂm‘msmeduhggemﬂm

R V MEN ) IR -
Web Slice Gallery [ brid®1 [ BRFIS1 || Add/Updaie POs [ BRFPS31 [ Document Status | BRFPS1

Favortes Maim Menu > iP!M.'ulllﬂ'Ilﬂt > Hanage Requstions

Snew Windew  ([DiHee B Customize Page )
Manage Requisitions
- Search Requisitcas
To locate MequiSRONE. Bt e crdera Selow and cick the Seanth buton
Busatans Lne BARTD <, Rtui st Baime. @,
Raguesition i %, Ruquess Status: Al b Compleln - Budget Status: d
Date From: QAN T2013 W Date To 240013 W
Aoguesten @, Entiresd By 4, PO I 9,
Seanch Clesr

Toview the Wespan and kne fems for a requisiion, dick the Expand iangle ican
To adit o paform ancther 2800 on & reguisilion, make a selesion from B Acion drogdown list and dick Go

T ry— BARTD Q4242013 Pending

M Chicd

100,00 LEh <Seled Acdions b Ga L
DRCOUOSEEE  DOOMG0SHZY BARTD  QanTi2013 Pending ot Chica 100,00 1050 <Seled dcbons T Ga
DOMOODSHEE  shesl BARTD  DLNTER0N3 Appecvad Mt Chica 000 USD e Acions - Go
R ater: B s Witk Entired By: Baiah Pricstity: I
Fro-bnoumErance Balancs: 0o UsD . .
A system job will run the
r s | P d
b 3 et i ::} b
& = 2 oy # udget check process.
ExandEs [ L] Imentany [r— [ e—— Recastnsg Returra -2 g p
e Afterbudgetcheckis
- :
o complete with a valid
Line Deacripticn SEstun Price Cusgmiiety (St Vendor
1 fustss Cancaled 140,00000 USD 10000 E4 status the moneyis
returned to the pre-
GIRats New Reguianon Fssten Cange e Mgyt Begegts zd encumbrance budget.
Lineis Canceled
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Review Purchase Order

1. Inquire on PO Information
-...u..a-l Mnliw:pmuls | L1 PO creaticn
{_ § baﬂ,w_ i A "
B Most Visited @ Getting Started L Suggested Sites || Web Sice Gallery || brig9l

Farvortes  Main Menu Purchasng

ase Orders @ Ravirw PO Iformation » Purchase Ordens

Purchase Order Inguiry

Enibist aivy inforeraon wous Baned i click Search. L Babay 2lank dor & ki of ol

] Add/Update Requisitions

ERFIE1 | Add/Update POs

Limet the ramber of 1
Busingss Unit
POk
Coatract Setlt
Coatract i tegas
Redeass Namber -

Puichase Order Date - "
PO Seabus - -
Short Vendor Bame:  paging wil
andor i
Wardor Rami

Enter Search
Criteria

Barjei
Burpes Maem!

[y

Cana Sansaree

Click Search

] ?'_urcm_s: Orders
&~ Ak

ERFF31 Dipcusmaent Status

+ | el -
AR
BRFPOL w IO Bookmarks
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TORCIGEESN - monitor Approvats Add/Update Requisitions = | |/ Purchase Orders <[] Gl

€ | @ fs-prd.adm barugev/psp/BREPS]_3/EMPLOYEE/ERF/¢/REQUISITION ITEMS REQUISITIONS.GEL &~ Askcom Search 2 4

c
8 Most Visited @ Getting Started ] Suggested Sites || Web Slice Gallery [ brid91 [ BRFI91 | Add/Update POs || BRFPSS1 || Document Status || BRFP91 #» I Boo

Favores  Man Henu 3 Purchasng > Purchase Orders » Review PO Information » Purchase Ovdars

£ Hew Windew  (7)Heip
Purchase Order |Hduiﬂ
Purchase Order
Business Unit: BARTD PO Stadus: Dispatched
PO BMEDEL Busiget Statrs: Walid
PO Date: 122 Do Tol Statws: Walid
Wemdar Harm 1 Backorder Slates: ol Bacinrderead
Veador Ik Receipt Status: ol Reond
Buyer Prace Helen Hold From Furihas Processing
u
0 Relersnce: T T r— el By ==
[ FEEE TR 12,885
Heagsr Dails AL RTY Doument S Hare e
& . Fresght TawMisc Pt
Chang Totak 12,885 00 USD
. Encembrance Balance: 0.00 U0
[ Customizy | Fing | view a0l BV |8 pow B giara O L
MErChandiss
Ling e i Bem Descrigtion Category PO Gty (L] = Sarus
1 .- sional nsta 3111804 1.0000 ES1 12,885.00 USD hpproved | (B I
A

Click Schedule
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JE | Monvtor Agprovals |1 Po creation | Add/update Requisiions | Purchase Orgers <[+ ] heiich S
& fz-ped adm banLgow psp/BRFPIL_2/EMPL d_[TENAS REC C || @~ Askcom Search 2 %
18 most viited @ Gerting Started Bl Suggested Sites [ Wb Slice Gallery || bridgl | BRFI91 [ Add/Updste POs || BRFPSS1 [ Docurnent Status | BRFPOL » [0 Bookmarks
r I BART
Favoctes  Man Menw @ Puchasng » Purchase Ondes » Revew PO Information » Punchase Ondens
o Customie Page
Purchase Order Inguiry
Schedules
Faigitgas Usit BARTD POE L]
Elefum b Main Fge
Fipsd L ]
[T PO Oty 1.0000 ES1  Mafchandise Ame 1288500 USD
Scladubid
[ oven WD
Lehes Doe Date Time Due Rewision  Ship To Ameston Ta POty Pracg “"m:l Samtus
Jl | anaeniz LRSMNO-TAK Doy Emg 3 | 10000 N2 ARS 0000 TEBBE 00 WD Acve = ol S =}
Ship Te Comrmwiits
et Search Y| Prevesmnlsl s | Reasilsr - ey C]-‘Ck Dlst[lhul:luﬂ

Ljavascn pEhAcon_wing (documentwind, PO_PNLS. PB_PO_RETURM_PAGE, 0, 0, 'Return o Man Page’, false; teel

Page 105 of 144



MMEE | Monitor Approvals | 190 creation | Adarupdate Requisiions _+ | Purchase Orders <[ o] el
€ @ fs-ped acm bangov/psp/BREPIL_2/EMPLOYEE/ERP/c/REQUISITION ITEMS REQUISITION 2O Ak

L
& Most Visited @ Getting Started K Suggested Sites - | Web Slice Gallery | brfd91 | | BRFI91 | | Add/Update POs || BRFPS91 [ | Document Status | ' BRFP91 » B
v

Favorkes  Man Menw > Purchasng > Purchase Orders > Review PO Jnformation > Purchase Orders

ew 3 He! o C F
Purchase Order Inquiry
Distributions for Schedule 1
POID: (TN Line: 1 Sched: 1 Item: Senice, Professional, nstaliadon
Status: Attve Sched Qty: 1.0000
Distribute By: Amount Merchandsse Amount: 1288500 USD
Doc. Base Amount: 00

i- “:‘ ; x Desans/Tax Anvet riormates Heog Oetal Bospet nformaton 2aad
Dist  Status Percent “'""‘":"“'l ﬁr‘“ Account N Class  Bud Ret Product ::“' Project Acthvity Source Type Cat
1 Open 100.0000 1228500 USD BARTD 69015 BARTD  O02EE000 CONST

Click Budget Information to

Review Encumbrance balance.

Redan
e i — avascripthAction win2(document.win. PO INO W..'Service, Professional. install’,
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Flirefox = - — T ]
LS  Monitor Approvais L1PO Creation « | L) Add/Update Requisitions = | [ ] Purchase Orders EN=T
* @i im.bart.gow/psp/BRFPIL_2/EM E/ERP/c/REQUISITION_ITEMS.REQUISITIONS (G | @~ Askcom Search o
& Most Visited @ Getting Started £ Suggested Sites || Web Slice Gallery || brfd91 [ BRFI91 || Add/Update POs || BRFPS91 | Document Status |

BRFPI1 » & Bo

Flﬂ!‘!f.ts Ha-r\-‘r_itfu ¥ FLrl:timlz » P\.-':st Ondérs > Review PO_:r'nlru'.on Purchase Orders

7 Mo Window Help [ bmize Pags
Purchase Order Inguiry
Distributions for Schedule 1
PO I EUR0A4 Linsc C]'“:k MDHE"" to arace, Prolessional Inatallaben L
view Requisition
Stalus: Active ]II.fDIII] Hﬁﬂﬂ. pd itz 1.0000
Distribuie By: Amaunt Fhandise Amount 12885.00 USD
D Base Amount: 12,885.00 USD

Chamfeids  DetsinTax Asselndswaon  HeqDetsl m [ eeadl)

(o] Status Peroent :ﬁ:l Budigei Date I'“;::?::" Currency lMB:DEE;M {u[:::cy !'ﬂ‘:";;: Final twnazr::r;:l‘l:nw‘.ml
i1 Open 1000000 Yakd 12z 0u000 LSO 000 wso 12885040
el Remaining Total Expenses Paid
Encumbrance that against PO Line.
can be processed for
pavment

Jvascriptsubmitdction wind(document.win, PO_LUINE_DIST_F55tabb0507;
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2. PO Activity Summary

ﬁ. Fired C.-If-‘ [
i

Favoctes  Man Menu

Activity Summary

Business Unit:
Purchase Order

Marchandise Amount
Uerchandise Recegt:
Werchandise Returned
Merchandise Invoece:

Mecchandise Matched:

Purchasng

Monitor Approvals ] PO Creation
bart.gov. M

& Most Visited @ Getting Started K Suggested Sites || Web Slice Gallery © | brfd91

‘\.‘(hb&t Orders

BARTD

5UB054

Review PO Information ACIMEY Susmmary

PO Status:

000 USO

12.885.00 USC

1288500 USD

2 Retern 10 Search ') Nosty

Page 108 of 144

Armosnt
Ordered

Click Matched to
view Invoice
information.

«[+] ik S

BRFI91

12885000 USD



IRGICEI | onitor Approvals - | 1P0 Creation

| Addrupdate Requisit.. - | IPurchase Oders <[ Actviy summary x|+ ] leullEh

bart.gov,

& Most Visited @ Getting Started K Suggested Sites || Web Slice Gallery | | brfa91 | | BRFI91

el
Add/Update POs | | BRFPS91 | | Document Status | | BRFPI1 » B Bd

Favortes  Man Menu Purchasng Purchase Orders

Review PO Infeemation ACtwRy Swenmary

Activity Summary

Business Unit:
Purchase Order.

Merchandise Amount
Merchandise Recept
Merchandise Returned:

Merchandise invoico:

Merchaadise Matched

Cetan Receot

et D

Line fteem Hem Deacripton oM

Gty Matched Amt Matched Currency

ES1 0.0000 128

00 USD G|

O Return 1o Search ) Nebity O

. Click Icon to View 4
| Invoice Details

( o
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E, TR [ tonitor Approvals PO Creation
e > A2

Favockes  Man Menu Purchasng Purchase Orders Review PO Information ARy Surmmary

Unit BARTD PO NoSNED64

Line 1 Ivem 1D
| Matches Oxmtamere T Piad 1 Varew' 201 2
Custimizg | fng | v 241 1
Sched Num AP Uit Voucher Line Quanttity Wasched Amount Matched
1 BARTD 084135 1 0 12885000 [+] =
.+ Return 8o Search | Nosty

javascripthAction_wind(document.wind, VOUCHER_IDS$0', 0, 0, 00085185, false, true);

Add/Update Requisit... | | Purchase Orders Activity Summary x|+ | lesllE

bartgov, : - Ask 2

& Most Visited @ Getting Started kil Suggested Sites || Web Slice Gallery | | brfd91 | | BRFIS1 | | Add/Update POs || BRFPS91 | | Document Status | | BRFP91 » B
y

You can export
Invoice Information
to Excel.

3. Document Status

Use this inquiry screen to identify all of the transactions related to the Purchase Order.

Navigation: Main Menu > Purchasing > Purchase Orders > Review PO Information > Document Status
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r

Favorites © Main Menu > Purchasing » Purchase Orders > Review PO Information > Document Status

Purchase Order Document Status

Enter any information you have and click Search. Leave fields blank for a list of all values.

Limit the number of results to (up to 300); (300

Business Unit: = - BARTD @,
PO Number: begins with « |6m7143

Purchase Order Date: - - [5]
Origin: begins with @,

Purchase Order Reference: pegins with -

[ case sensitive

Search Clear |Basic Search q,:J Save Search Criteria
[&r

Click Search
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Business Unit:

Document Date:

.\_R-“ Return to Search

Page 112 of 144

Document Status

Currency:
Buyer:
Related Info [F=oH
Business Document
SEI Unit Type
BARTD Requisition
BARTD Requisition
BARTD Contract
BARTD Voucher

BARTD
08M0/201
usD

Price,Helen M

DOC 1D

0000000344

0000002064

BM7143

00063417

Status

Approved
Approved
Approved

Posted

PO ID:

Status:

Document Type:
Merchandise Amt:
Budget Status:

Document Date
0212512011
091972011
08/09/2011

07/01/2012

Favorites | Main Menu > Purchasing > Purchase Orders > Review PO Information > Document Status

Dispatched
Purchase Order

100,000.00
Valid
B 4]
Vendor ID Location
0000013929 F
0000013929 F SF

M m mmw

Fa



Review Agreement / Contract

1. Review Contract Details
his

r

Home

Favorites Main Menu > Procurement Contracts > Add/Update Contracts

= Mew Windoy

Navigation
Contract Entry
Contract
SetiD: BARTD
Contract ID: BMT143 yermon: . 1 Status: Current
*Status: Approved . . NewVersion Approved Date: 08/09/2011
Administrator/Buyer: 057379 Price,Helen M Add a Document
+ Header
Process Option: General Contract _— Activity Lo
Vendor: BLINKTAG-001 Contract Activities Document Status
‘ Primary Contact Info Thresholds & MNotifications

Vendor ID: 0000013929 BLINKTAG, INC. Contract Header Agreement
Begin Date: 03/01/2011 Contract Releases
Expire Date: Az B A

? This is the total authorized
Renewal Date: I 99

board “Not to Exceed |

Currency: . Maximum Amount: 50,000.00 USD

_ Amount, less paid amount _
Primary Contact: . GEAC e [tem Released Amount: 0.00

In .

Vendor Contract Ref: Category Released Amount: 0.00
Description: aboio Deoduciiong. Open ltem Released Amount: 50,000.00
Master Contract 1D: Amount Released on a PO Total Released Amount: 50,000.00

Tax Exempt converted from GEAC Remaining Amount: 0.00

Remaining Percent:

w Order Contract Options

Allow Multicurrency PO Allow Open Item Reference Must Use Contract Rate Date 08f09/2011
Corporate Contract Adjust Vendor Pricing
Lock Chartfields price canBe changed  Amount Released on all other PO’s.

PO Defaults Add Open Item Price Adju St e

+ Voucher Contract Options
Invoice Number: Gross Amount:

AP Business Unit: Freight Amount:

Accounting Template:

Payment Terms ID:

Remaining Balance that can be
processed against the Contract.

Basis Date Type:
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Home MultiChg

Favorites Main Menu > Procurement Contracts » Add/Update Contracts
- : - -

= Mew Windoy
Contract Entry
Contract
SetiD: BARTD SRR
Contract ID: BM7143 Version: _ 1 Status: Current
*Status: Approved New Version Approved Date: 08/09/2011
Administrator/Buyer: 057379 Price,Helen M . Add a Document
Process Option: General Contract Click Document Status Acivity Lo
Vendor: BLINKTAG-001 i 1 ocumentSiaus
' Llnk to VIEW rEIatEd 0 Thresholds & Notifications
Vendor ID: 0000013929 A
] transactions. areement
Beqgin Date: 03/01/2011
Expire Date: 06/30/2013
Renewal Date: 0710112012 L TS T e —
Currency: usD CRRNT Maximum Amount: 50,000.00 USD
Primary Contact: Line Item Released Amount: 0.00
Vendor Contract Ref: Category Released Amount: 0.00
Description: Website Production Senvices Open ltem Released Amount: 50,000.00
Master Contract ID: Total Released Amount: 50,000.00
Tax Exempt | Remaining Amount: 0.00
Remaining Percent: 0.00
w Order Contract Options
Allow Multicurrency PO Allow Open Item Reference Must Use Contract Rate Date Rate Date: 08/08/2011
Corporate Contract Adjust Vendor Pricing First Auto Default
Lock Chartfields Price Can Be Changed on Order
PO Defaults Add Open Item Price Adjustments Price Adjustment Template
~+ Voucher Contract Options
Invoice Number: Gross Amount: 0.00 USD
AP Business Unit: Freight Amount: 0.00
Accounting Template: Sales Tax Amount: 0.00
Payment Terms ID: VAT Amount: 0.00
Basis Date Type: Misc Charge Amount: 0.00
Miscellaneous Charges
Retention
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2. Document Status

Favovr'rtes Mainvl'v'lenu B Procuremegt Contracts » Review Contm_ct Inforrmation > Document Status

Document Status

SetlD: BARTD
Document Date: 03/01/2011
Currency: usD

Buyer: Price Helen M
Short Vendor Name: BLINKTAG-001

Contract:

Status: Approved
Document Type: Contract
Released Amount: 50,000.00

g ) Related Info
——
ey [PETES  |DEECIED DOC 1D Status Document Date  Vendor ID

Unit Type
BARTD Payment 399467 Posted 08/29/2011 0000013929 Click View All
BARTD Payment 401493 Posted 09/26/2011 0000013928
BARTD Payment 412544 Posted 03192012 00000139295 SF
BARTD Payment 414103 Posted 04/13/2012 0000013929 SF
|Qf‘ Return to Search

Document Status will show you all of the

transactions that are linked to the Contract.
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Favovr'rtes Main_Menu > Pmcuremegt Contracts

Document Status

SetlD:

Document Date:

Currency:

Buyer:

Short Vendor Name:

BARTD
0310172011
UsD

Price, Helen M

BLINKTAG-001

Contract:

Status:

Document Type:

Released Amount:

*  Review Cantm'ct Information » Document Status

BM7143

Approved
Contract

50,000.00

Related Info
SetiD S:;i"e“ %‘?::mem DoC ID Status Document Date  Vendor ID Location
BARTD Payment 399467 Posted 08/29/2011 UUUUU13929,’E SF
BARTD Payment 401493 Posted 09/26/2011 0000013929 SF
BARTD Payment 412544 Posted 03/119/2012 0000013929 SF
BARTD Payment 414103 Posted 041352012 UUDUU’ISQEQE SF
BARTD Payment 416102 Posted 05/11/2012 0000012929 SF
BARTD Payment 417941 Posted 06M15/2012 UUUUU13929,’E SF
BARTD Payment 418559 Posted 06/22/2012 0000013929 SF
BARTD Payment 420766 Posted 07/2712012 0000012929 SF
BARTD Purchase Order BM7143 Dispatched 08/10/2011 0000012929 SF
BARTD Requisition 0000000344  Approved 02/25/2011
BARTD Voucher 00027855 Posted 08/10/2011 0000012929 SF
BARTD Vioucher 00029566 Posted 09/01/2011 UUDUU’ISQEQ,’E SF
BARTD Voucher 00047896 Posted 03/01/2012 0000012929 SF
BARTD Vioucher 00051612 Posted 04/01/2012 UUUUU13929,’E SF
BARTD Voucher 00055154  Posted 05/01/2012 0000013929 SF
" Return to Search
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3. Contract Activity Report

w  Monitor App... ~ | (PO Creation | | Add Update... | ! Add/Update... Activities Re = | £} Purchase Or... Document St | + | 5
L f bart.goy o ] & @ A m Sea 2 & #

brigdl i ERFIO1

& Most Visited @ Gerting Stanted £ Suggested Sites © | Web Slice Gallery BRFPSS1

Add/Update POs

Document Status [ BRFPIL » 0 Bookmarks

 Manu > Procerement Contracts > Reporls @ Actwikies Report

Contract Activities
Enier @y indormasion you have and ool Seanh Lews Salds biank for 2 kst of all valses

—

Ao g ¥ |
Casa sunsiiren Click Search if you have an existing Run
Sewh. | G BasicSeach o G SaanCuls Control ID.
Find an Extsbing Vaius | A 2 Bew Valus Click the Tab Add a New Valueto Createa
| new Run Control ID. Enter CONTRACT as
I the Run Control TD.
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WL | monitor App... - | 1PO Creation | 1 Add/Update... | Addyupdate.. « | Activities Re... * [ Purchase Or.. - | L Documentst. - [+ | (=l
& bart.gow, M L DMIN MTHR A M o - Ask T 2 4
& Most Visited @ Getting Started Ll Suggested Sites [ | Web Slice Gallery | brid91 [ BRFI91 [ Add/Update POs | BRFPSS1 [ Document Status | BRFPS1 » [ Boo

Favprites  Main Many Procurgmant Contracts Raports Acktvtiag Report

Contract Activities

you P amd click Search, Leaws Belds blank for kst of sl values

Search Results

Whew Al First ) v4cis 8 Last

Select Run Control ID

Coa ‘__—;—I value.
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IMEGEER | - monitor App... * | PO Creation | [ Add/update... * | Add/Update... * | Activities Re... * | Purchase Or... * | Document st.. « | + | Il
€ i.adm . bartgow F GEM YEE/EF ADMINISTEF N & @ Ackcom Sea

& Most Visited @ Getting Started [l Suggested Sites || Web Stice Gallery || brid91 | BRFI91 || Add/Update POs || BREPSS1 [ Document Status | BRFPS] =1

"

Favodies  Han Manu Profurement Contracts » Rapodts

ALTVERES ROt

After selecting the report
Activities Report parameters click Rimn.

Rus Coatrol IECONTRACT B

Langusge:  ENQUSN % @) gppcitied () Recipiat's

Process RequesiParameters |
“Wendos Semlk BARTD 4,

"Vendor I0: 0000001733 @

Short Vendod Namae:
Conbract Sobl:

RFLA-O50 i

Contract ID From:

L 4,
Process Oplion: i
CORECt Status: -
Dt Frome 010200 ] To: 012008 W)
1l Save 5 Rt 1 Seareh Freveus mLsl i | WetaLsl 2] Nesly o0 Retesh Pt Uptae Dok oy

L

The Run Control will store the parameters for
the last report run.

1 Enter the Vendor Information and then !
Contract ID.

Make sure the Date From and To providea
enough range
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G — (< O — ——— —_— 1 —
WGLCE  monitor App... |1 1PO Creation < | i Add/update... - | Add/update.. - | Activities Re.. x | jPurchase Or. - | Documentst.. - | + | hes(e
€ 3¢ bart.gov M MI? ; N * || @~ Askcom S¢ P
& Most Visited @ Getting Started £ Suggested Sites | | Web Slice Gallery - | brfd91 | | BRFI91 | Add/Update POs | | BRFPS91 || Document Status | | BRFP91 » e

Favortes  Man Meny Procurement Contracts > Reports » Actvities Repoct

Process Scheduler Request

Usas 1D SOONES Run Control ID: CONTRACT
Server Name: PSNT1 2 Rua Date: 04 5
Recutronce: = Run Time; 7021544 Resetio Current Date/Time
Time Zome: .
[ Process List — = =]
Select Descoption Process Rame Process Type Tyoe Dustrigsgtion
v ot Acnty Report CNT_ACTX PRJod None) » (N ~ Disindeson
~ XML Publisher Web v POF w [t
® v PO v !
- TXT v |

Make sure the Contract
Activity reportjobis
selected. Click OK.
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[+

s

[ Most Visited @ Getting Started L] Suggested Sites I Web Slice Gallery [} brfd91
L

Favorites

fs-prd.adm.bart.gov/psp,

Main'Menu > Pmcuremegt Contracts > ReD'Drts > Activities Report

Activities Report

Run Control ID:CONTRACT Report Manager

JOUCHER_INFORI

Process Monitor

e

TION.VCHR_

ESS.GBL?FolderPath= C' | @~ Askcom Search

BRFI91 {} Add/Update POs [} BRFPS91 [} Document Status .| BRFP91

{7 New Window (2} Help

LI
» [ Bookmarks

[ Customize Page 5 htip

Click Process Monitor
link.

15TE-120 @,

Language:  English ¥ @) specified () Recipient's Process
*Vendor SetiD: BARTD |@,
*Vendor ID: Moﬂ
Short Vendor Name: ’m(}‘
Contract SetiD: BARTD @,
Contract ID From: "WS‘FE-QD—O‘ To:
Process Option: -
Contract Status: hd
Date From: [o1/0171900 | To:  [01001/2099 |5
[5] save | [of Return to Search Previous in List | 7] NextinList | [Z] Notify =~ Refresh

[k Add Update/Display
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(LR ~ - S - == — - F=ey X
Activities Report li o e
€& L ydm bart.gov/psp/BRFPAL/EMF YEEERF ENTER V HER INFORMATIONVCHR EXPRESS.GRLFolderPat C | @~ Askcom Sea P & A

|8 Most Visited @ Getting Started K Suggested Sites | Web Stice Gallery || brfd91 || BRA91 || Add/Update POs || BRFPS91 BRFPIL » B Bookmarl

Document Status

Favortes  Man Menu Procurement Contracts > Reports & Actwities Report

lii'- 8 U . Secver List

View Process Request For
Useor ix SIONES A Type: v Last - 2 Days - Reresn
Server: ¥ Name: <, Instance: to
Run v  Distrdetios - v
Status: Stabss: $ave On Refrosh
e Qa2 L Click Refresh.
Iniest Inatance SeQ. Process Ivoe frecesatame  Uaee Ban QuteTme Rn_$tatun ‘:&‘L’:"m Detaty
817408 PaJod SIONES 04302013 204:28PM POT Processing  NIA Detats
047302013 112620
817288 AschcasonEngine  PO_PO_EMAL OVINIINZEIM guccess  Posted
= Y
1 04302013 112455
| 817282 AspicatonEngine PO_PO_EMAL S M success  Posted
04202013 1123204
. e o Success Posted
04302013 11:2
s PSJod SIONES :;r 3 21 Success Posted
616757 Application Engine EX_TRAN_PRCS SJONES 04292013 215:06PM PDT Success Fosted
04232013 11210V
618621 SOR Report POPO0DS SJONES ;D;"O'J 12100 Success Posted
ar0s 51
616618 PaJos o e Posted
04292013 10 O A
616531 SORRepea SIONES a2 13 GO success  postea
618524 dcabon Engine SJONES 0 3AM POT Success Posted
616498 Apphicanon Engine SJONES 04292013 §26.18AM POT Success Postec Detads
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T - .. - v — o s [F=E

Activities Report _Eh;‘-'_
4 & fs-prd.adm bartgow, ; EMPLOYEE/ERP/c/ENTER_VOUCHER INFORMATION VCHR_EXPRESS.GBL?FolderPat @ || @- Askcom Search I S
|& Most Visited @ Getting Started [ Suggested Sites ! Web Slice Gallery © brfd91 | BRFPIL » [0 Bookma

BRASL © Add/Update POs . BRFPSS1

Document Status

Fawortes  Main Menu Procrement Contracts > Reports Actuties Report

Virw Process R For

liser i0: [ SJONES & Type "  Lasl il ES s - Redresh
Seranr *  Hams: 4, Imstance: =]

Run = Distribution - 7

Stahis SEatus: Save On Reldresh

TS Foka GHT ACTY SIONES (AT 204 IPUPDT Juccess  Posled Dutais

B17EES Apphcaion Engine  BO_PO ] SIOHES 04SN0 11 20304M POT Success | Posted [eta

i BT Applcason Emging  PO_PO_EMAIL
a7z ks Click the Process Name after
g7z Pasee PODISF the run status changes to
814757 rpphcsnon Ergne  EX_TRAaN_PRCE sones oazd Suecess and the Distribution
18521 S0R Repont POPOOS aiones waev]  Statos changes to Posted .
Lalat ] PEjon BIONES D&,
S18531 SOR Repon POPOO0S DIONES DATNIOIE 1004030 POT Success  Posted Dalais
10534 Appheaion Erging F5_BP BIOHES 08TRI01Y P50 2ANPOT  Sudiess Posled ity
B18458 Appcation Engine FS_BP BIOMNES 04ZRI013 BX518AM POT Success Posted Datais

00 Bk iy Aol
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_| Activities Report |T‘

=X

—

< fs-prd.adm.bart.gov/psp/ ESS.GBL?FolderPath= C' | @~ Askcom Search

[ Most Visited @ Getting Started L] Suggested Sites I} Web Slice Gallery | brfd91 [} BRFI91 {| Add/Update POs [ BRFPS91 [} Document Status {| BRFP91
L

Fa\'avntes Main'Menu > Pmcuremegt Contracts > ReD'Drts > Activities Report

& New Window (Z)Help
Process Detail

Process Name: CNT_ACTX

Main Job Instance: 517405

Left | Right

B 517405 ONT ACTX Success
B 617406 -PO CNT ACTY Success
B 517407 - POY3031- Succd
B 517408 - POX3031 Success

To retrieve the report click
on the POY3031 — Report
link.

Return

LI )
» [ Bookmarks

[ Customize Page 5 htip
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Actrates Report

(T -~ S o s o —

£ &

{adm ban.gon;

i

J:nqtrs

Process Detail

Inwlances 517407
Namec POYI0IT-

P Siaiuse SUCCESS

Run Contred I0: COMNTRACT
Location: Sefee
Servel: PESNTY

Recurresce:

Request Croated Dac 04902013 208 12PU POT
Ruin Anysms ARer Q4002013 2042800 POT
Began Process AE 0430013 206 0GPU POT
Ended Process At 4002013 206 1104 POT

[

|8 Most Visited @ Getting Started [ Suggested Sites | Web Slice Gallery | brig8] |

Han Menu @ Procurement Contracts » Reports » Actwities Report

BRFIL |

AddUpdate POs

Tyew: Crystal

Description: Conbiact Aobhames Ragad

Disiribaton Stabes Posted

(fan ____________________________ JUpdabeProcoss |

Hoid Reguest

Cuiii Mpquist
Cangal Rigquis)
Ddate Rdguast
Restan Regeest

L

| BRFPS31

e
| |- Askoom Sea

! Document Status |

Click View Log/Trace

R

P;n‘]

BRAPGL » 0 Bookmarks:
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NCE -~ . - s —— - —— [— )
Activites Report |+ S
..‘5 Mast Visited @ Getting Started £ Suggested Sites || Web Slice Gallery | brid91 | BRFIS1 || Add/Update POs | BRFPSS1 | Document Status |

B

Favortes N..lnyn’u ? P'n(ul-zn'nn_t Contracts » El-p_-otu Activities Report

Wiew LogiTrace

ReportiE  L74808 Procass INSIBRCE L17507 Haszaos Log
Flarss; POY33 Procuas Typic Crystad

Run Stalws: Success

Conlract Acrelies Repodt

| essibaoatetas. |

Distributicn Wode:  BRFPIY Expiration Date:

Pile Size (bvien]  Datesme Created
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Click the PDF File

javascripthAction wind{documentwind, PMN_DERIVED_MESSAGELOG BTN, 0, 0, ‘Message Log’, false, truel
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Review Invoice

1. Review Voucher
e i
r Wi et l'i-
€ B imia :

DarLgoy

BRFPIL * I8 Bookmarks

BRAS1 . AddUpdate POs | BRFPSI1 | Documsent Status

|8 Mast Visited @ Getting Started Ll Suggested Sites [ Web Slice Gallery || briggl
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Favortes Man Meny » AgCounts Payable » Rewew Accounts Payable Info Vouchers Voucher

“Vouchar Sty Al ouha T

Shoai Rame:
‘endor Rame 1
‘Vendor Rame 2
‘vendor ID
VEndor LoCaton
Entry Status
Accounting Dt
Involce Date

D Dt
Entered Date
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Lease Mumss
PO Businass st
Purchase Ovder
em i

R R
S Sl S S

EEEE

A J (3] ] o) ()

]

*dmsunt Rule Ay -
- ?

Cunehy ™

Post Status
Approval Status
Weuchid Balasts Balince Remaing

Use Scroll Bar to scroll.
Voucher Saurce down the page.
Ugetr i

6L Businss Uit = =
Arcoant

s mtance Click Search after you
Haich Status = | have entered in fields to
i B T filter vour results.

" Eoet By Wi 1D - St Des plavy
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RICIE IR A
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=
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2. Add/Update Voucher Inquiry

Favorites | Main Menu > Accounts Payable * WVouchers » Add/Upd

Enter Vendor’s

Invoice Number or
Voucher use other parameters
Enter any information you have and click Search. Leave fields blank for a list 5.

| Add a Mew Value
I

Limit the number of results to (up to 300): 300

Business Unit; = - |EIARTD o]
Voucher ID: begins with + |
Invoice Number:  begins with + |
Invoice Date: = \ El
Short Vendor Name: begins with ¥ |
Vendor ID: begins with + | @,
Name 1: begins with |
Voucher Style: = - -
Related Voucher:  pegins with ¥ |
Entry Status: = - -
Voucher Source: = - hd
DCase Sensitive

Search Clear |Basic Search |gli‘J Save Search Criteria

Click Search after
you enter your search
parameters

Find an Existing Value | Ad
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Fa\fovr'rtes : MainvMenu > Accounts Payable > \-’Dushers b Add,"Llpdate » Regular Entry

Click Payments Tab

Related Documents Invoice Information Payments Woucher Attributes Error Summary
Business Unit: BARTD Invoice Date: 09/28/2010
Voucher ID: 00000691 Invoice No: 21905
Voucher Style: Regular Invoice Total: 2,041.35 usD
Contract ID:
Vendor Name: BOB MCGEES MACHINING CO INC Pay Terms: MET 30 DAY
2735 SAN PABLO AVE Voucher Source: Online
BERKELEY, CA 94702-2239
Entry Status: Postable Origin: OML
Match Status: Created: 1140372010
Approval Status: Approved Created By: 060729
Post Status: Posted Modified: 11/04/2010
Modified By: 057354
Doc Tol Status: Valid ERS Type: Mot Applicable
Budget Status: Valid Close Status: Open
Budget Misc Status: Walid

*View Related

EJJ Save

|5 Return to Search

Payment Inquiry

=] Motify % Refresh

[ 4 Add Update/Display

[£] Related Ct

Summary | Related Documents | Invoice Information | Payments | Vioucher Attributes | Error Summary

Entry Status: The Voucher needs to have status
of Postable in order for payment to be made. If
recycled, AP needs information from the
Financial Analyst or the Vendor to fix the
Voucher.

Match Status: The Match Status must be
Matched or No Match in order to be processed for
payment. There will be a Match Exceptions link
if the matching process detects an error. Details
are provide within the voucher.

Approval Status: Voucher must be approved to
be processed for payment.

Doc Tol Status: Another matching process that
checks for non-merchandise charges such as sales
tax and freight. The Status must be value to be
processed for payment.

Budget Status: The status must be valid to be
processed for payment. Check with Grant
Compliance if there is a budget error.
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Home | Workist | MuttiCha

Favorites Main Menu > Accounts Payable » Wouchers » Add/Update » Regular Entry

[£] Related Content A0 MNew Wind

Summary Related Documents Invoice Information Payments Voucher Atributes Error Summary
Business Unit: BARTD Invoice No: 21905 Action:
Voucher 1D: 00000691 Invoice Date: 09/28/2010 h
Vioucher Style: Regular Voucher . Run
Total Amount: 2,041.35
Vendor Name: BOB MCGEES MACHINING CO *Pay Terms: N30 MET 30 DAY | Schedule Payments
INC
Payment Information Find | View All First KN 4 of 1 O ast
#[=]
Payment: 1
*Remit to: 0000001514 = Gross Amount: 2,041.35| ysD Payment Inguiry
Location: BER-BER Discount: 0.00| usp Discount Denied
*Address: ; Express Payment
Pay tC ts (0
BOB MCGEES MACHINING CO INC Scheduled Due: 1110412010 SIMEnt -ommerts

Haoliday/Currency
2735 SAN PABLO AVE Holiday/Curren

BERKELEY, CA 94702-2239

Net Due: 1042812010
Discount Due:

Accounting Date: 11/03/2010

“Bank: BOFA Pay Group: - Vendar Bank
*Account: GENL *Handling: REG PROCES - Messages
*Method: MAN Manual *Netting: Mot Applicable -

LICID: H  Hold Reason: - Hold Payment

Separate Payment
Message:

Message will appear on remittance advice.

*Action: Record a Payment ¥ | Payment Date:

1
Pay: Full Amount ~ | Reference: 382245 You will see a check
number and Payment Date
if the Voucher has been

paid.

: Save | Return to Search El Notify % Refresh play:

Summary | Related Documents | Invoice Information | Payments | Voucher Attributes | Error Summary

3. Payment Inquiry
Navigation: Accounts Payable > Review Accounts Payable Info > Payments > Payment

Note: It is easier to search for payment information using the Voucher Inquiry.

Appendix A: Customize Fields

After clicking on the customize link move the fields in the new order.
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Add to Favo Sign out

Favorites MainvMenu ¥ eProcuvrement » Create Requisition

Meausmon Hame: |u|ean|ng sSupples FNonmy: mMeaum -~
~ Line Defauits Requisition Summary
Default Options There are ne lines on this reguest.
O Default Ifyou select this option, the defaults specified below will be applied to requisition lines when there are no predefine Please add new ine in order o
values forthese fields. save this requisition
@ Override If you select this option, the defaults specified below will override any predefined values for these fields. :
Total Lines: 0
Vendor: 0000001206 Q Vendor Location: DAL-SFO Q Total Amount (USD). 0
Buyer: Q Category: 76111501 S Unit of Measure: [
Shipping Defaults
Ship To: HSR MO TAX &} Modify Onetime Address
Due Date: 0811212013 [#] Attention: Jaime Cabrales
Accounting Defaults Personaiize | Find | | i First KT 4 oJf
Chartfields? | Chartfields? || Defails || Asset Information 1
Pct Location GL Unit Account Fund Dept PC Bus Unj roject Acti
100 [LKs Q [pAaRTD Q@ ([sB1500 | a, (0803631 @ . a [
P = Click on the
Personalize Link
Continue N
4
< ]| | >
£ i ]l

| ————————
? Help

Accounting Defaults

Personalize Column and Sort Order

To order columns or add fields to sort order, highlight column name, then press the appropriate button.
Frozen columns display under every tab.

Tab Chartfields1

Pct »
Location
GL Unit

Account Hidden Descending
Fund

Frozen
Dept

PC Bus Unit
Project

Activity

Tab Chartfields2
Class

Bud Ref
Product

Tab Chartfields3
Source Type -
Category

Subcategory
Qrigin

Tab Details
Affiliate

KIRD)!

=
=

v

| A

1] ] Ed
D Internet Sa e EA0m v
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Accounting Defaults

2. Use arrows to move
Personalize Column and Sort Order highlighted fields.

To order colurmns or add fields to sort order, highlight column nal

Frozen columns display under every tab.

Tab Chartfields [ ]

Pet = ® 53] X
Location

GL Unit

Account [T Hidden Descending
Fund [Cfrozen

1. Select to highlight. Hold the
Cass Shift Key down to select more

Product o
Tab Chartfelds3 than one field.

Source Type
Category
Subcategory
QOrigin

Tab Details

Affiliate
L] i

? Help |
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oL

Location
GL Unit
Account

Tal
Class

Bud Ref

Product

Tab Chartfields3
Source Type
Category
Subcategory
Crigin

Tab Details
Affiliate

Fund Affil

IN Unit

Budget Date

Stat

Tab Asset Information
AM Business Unit
Profile ID
Capitalize

Cost Type
Description

AN

0K Cancel Preview :COQ_‘{ Settings Share Settings Delete Settings

Click OK after the fields are in
order.

Appendix B: Autocomplete
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Navigation: Main Menu > My Personalizations >

Favorites :
L :

Perzonalize

Top Menu |

The menu
Highlight:

Recently
Favorites

Breadcn
and give

Menu Se

supports
much fas'

Main _Men u
Search Menu:

GGDDDDDDDDDDDDDDDDDDDDDDDDDDDDDDDDDD

E
B

GG

E
E

©)

F

Travel Administration
Billing
Accounts Receivable
Accounts Payable
eSettlements
Azset Management
IT Asset Management
Banking
Cash Management
Deal Management
Risk Management
Financial Gateway
VAT and Intrastat
Excise and Sales Tax/VAT IND
Commitrnent Control
General Ledger
Allocations
Statutory Reports
SCM Integrations
Set Up Financials/Supply Chain
Enterprise Components
Government Resource Directory
Background Processes
Worklist
Application Diagnostics
Tree Manager
Reporting Tools
Conversion Center
Vendor Invoice Details
PeopleTools
Development Utiities
Packaging
BART Integration
BART Custom Reports

Tax Center

Treasury Dashboards
Treasury Management Center
Treasury Processing Center

Treasury Definitions Center

IUsage Monitoring
Change My Password
My Personalizations

* v T ¥ ¥ ¥ ¥ ¥ ¥ ¥ ¥ ¥ ¥ w¥ ¥ ¥ ¥ ¥ ¥ ¥ ¥ ¥ wv ¥ wv wv wv wv v w¥v v ¥v v v AdF

<

iged!

1 Main Menu to get started.

=] [=] [x]
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Favorites - Main Menu > My Personalizations

Personalizations
Sarah

Personalized settings are in effect.

Changes to Personalization setfings require you to log off and log back on in order to fake effect

Personalize User Option by Category
Personalize General Options

Personalize Regional Settings

Personalize System & Application Messages
Personalize Mavigation Personalizations

Restore Defaults
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Favorites | Main Menu > My Personalizations
- H -

Option Category: Navigation Personalizations

Personalizations Find Firzt 1-22 of 22
Personalization Option Default Value Override Value

Tab over Add/Del Buttons (+/-) No | [x] Explain
Drop down Menu Sort Order Mone | [+] Explain
Automatic Menu Collapse No | [=] Explain
Show browser address location Yes | [=] Explain
Show browser navigation bar Yeg | [+] Explain
Tab over Glyph icon Yes | [=] Explain
Show browser links Yes | [~] lain
Show browser menu Yes | [»] Explain
Mouse over popup event Yag | [+] lain
Open new browser window Mo | [+] Explain
Tab over Calendar Button No | [=] Explain
Default Expert Entry On Yes | [=] Explain
Max rows for View All 100 | Explain
Tab over Grid Tabs No | [=] Explain
Tab over Header lcons No | [x] Explain
Tab over Lookup Button Mo | [»] Explain
Tab over Navigation Bar Mo | [»] Explain
Tab over Browser Elements No | =] lain
Tab over Page Links Mo | [=] Explain
Tab over Related Page Links No | [+] lain
Tab over Toolbar No | [=] Explain
Autocomplete Yeasg - lain

| Restore Category Defaulls ] Yes
OK  Cancel 4
1. Select No.
2. Click OK
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Favorites - Main Menu > My Personalizations

Save Confirm

V Your Personalizations have been saved.

Return

Click Return
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Resources

Contact Information

For help regarding this material:

e Sarah Castro  scastro@bart.gov x4940

Procurement Forms
Procurement maintains the most current documentation regarding forms and policies. Please contact
the help desk x7208 for access to the Lotus Notes link.
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